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UNITE)  STATl!S  DEPARTMENT  OF  AGRICULTURE 


■J  ^ 


Waehington  25,  D.  C, 


November  30,  19^3 


REGULATIONS  OF  THE  U,  S.  DEPARTMENT  OF  AGRICULTURE 


1.  Amendment  a.  Attached  ia  a liat  of  all  amendment  a which 
have  been  made  to  the  Regulatlona  of  the  Department  aince 
the  preaent  volume  waa  iaaued  in  1936*  Space  ia  provided 
for  recording  future  amendmenta.  Theae  aheeta  are  to  be 
inaerted  in  the  volume  of  Regulationa  and  the  old  aheeta 
removed. 

2.  Foreword.  The  attached  Foreword,  dated  November  29, 
19^3,  takea  the  place  of  the  memoranda  aigned  by  Grover  B. 
Hill,  dated  February  12,  1941,  April  30,  1942,  and 
November  5,  1942. 

3.  Check  Liat. 

a.  There  ia  alao  attached  a check  liat  ahowing  the  pagea 
which  ahould  be  in  each  volume  of  the  Regulationa.  The 
pages  are  identified  by  the  niunber  of  the  regulation  (or 
continuation)  appearing  at  the  top  of  the  page,  aa  well  aa 
by  the  date  of  revision  and  sunendment  number  appearing  in 
the  lower  right  corner  of  pages  which  have  been  revised 
recently  and  by  the  amendment  number  and  date  of  amendment 
appearing  on  the  backs  of  some  pages. 

b.  Persons  having  copies  of  the  Regulations  should  care- 
fully compare  their  volumes  with  the  check  list.  If  any 
pages  are  missing,  they  should  be  requested  at  once  from 
the  proper  bureau  official.  It  is  important  that  the 
Regulations  be  kept  up  to  date  at  all  times. 


Stanley  P^mlliams 
Executive  Secretary  to 
Administrative  Council 


Attachments 
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REGULATIONS  OF  THE  U.  S.  DEPARniENT  OF  AGRICULTURE 


AMENDMENTS 


No. 

Date 

Regulations  Affected 

No. 

Date 

Regulations  Affected 

1236 

1652 

1937 

1 

7-14 

45 

9-14 

1616 

2 

7-17 

46 

10-29 

1681,1682,1683 

3 

10-  5 

1661  ' 

47 

10-29 

3182 

4 

10-15 

1512 

48 

11-  5 

3113 

5 

10-15 

3422 

49 

11-  6 

3341 

6 

12-19 

3347 

50 

11-18 

3319 

51 

11-27 

3213 

1937 

1535,1536  ■'  ^'3 

52 

12-22 

4121,4127 

7 

1-14 

53 

9-21 

1522 

8 

1-16 

3433  >1  " /3/ 

9 

10 

1-19 

1-19 

1523 

2532  •'  io7 

54 

1675 

11 

1-19 

3133 

55 

2-  4 

1573 

12 

1-28 

1836 

56 

2-18 

1713 

13 

1-28 

4116 

57 

2-25 

3142 

14 

15 

1- 29 

2-  4 

1422  n 

1549 

58 

59 

5-  4 
5-12 

1544 

1643 

16 

2-16 

2155  ^ 

60 

5-13 

1111 

17 

2-19 

1737 

61 

6-  1 

1838 

18 

2-27 

3233 

62 

6-  9 

1579 

19 

3-  3 

2211,2212 

63 

7-23 

3318 

20 

3-29 

3417 

64 

7-28 

2812 

21 

3-30 

1122 

65 

8-  6 

2561,2562 

22 

4-  7 

2163 

66 

8-13 

2511 

23 

4-12 

3434 

67 

8-  6 

2512 

24 

4-24 

3113 

68 

8-16 

2521 

25 

5-  4 

1711,1712 

69 

8-16 

2522 

26 

5-  8 

1838 

70 

8-11 

1711 

27 

5-  8 

4117 

71 

9-21 

2114 

28 

5-  e 

3225 

72 

9-22 

3216,3217 

29 

5-24 

4127 

73 

9-23 

1552 

30 

5-25 

4116 

74 

9-28 

1726,1727,1728 

31 

6-17 

3318 

75 

10-21 

3165,3166  ^ . 

32 

8-  2 

2911 

76 

11-  7 

3213 ^ s . 

1411,1412,1413  ° 

33 

8-  2 

2921 

77 

11-10 

34 

8-  2 

2922 

78 

11-22 

2512 

35 

8-  2 

2923 

79 

11-22 

2522 

36 

8-  2 

2814,2815 

80 

12-19 

2911,2912,2913,2914 

37 

8-  4 

1821 

81 

12-19 

2921,2922 

38 

8-21 

3162 

82 

12-29 

4122,4123,4124,4125, 

4126 

1936 

3163 

39 

9-21 

83 

1939 

-1-14 

1345,1346 

1937 

84 

1-14 

4114 

40 

8-23 

3143,3144 

85 

2-15 

1216 

41 

8-26 

2124 

86 

2-15 

4425 

42 

8-26 

2125 

87 

2-15 

3191,3192 

43 

8-26 

2146 

88 

3-  7 

1737 

44 

9-14 

1611 

89 

3-22 

1731 

1 


11-30-43 


Amendments 


2 


No. 

Date 

Regulations  Affected 

No. 

Date 

Regulations  Affected 

1939 

1941 

90 

3-23 

1712 

133 

9-  5 

2711 

91 

5-25 

1674 

134 

9-  8 

3434 

92 

6-  7 

3451 

135 

9-16 

2921,2922 

93 

12-16 

3438,3439 

136 

10-31 

1573 

94 

12-20 

1533 

137 

11-17 

1576 

1940 

1942 

95 

1-  6 

4423 

138 

1-20 

2211 

96 

1-22 

1621,1622,1623,1624 

139 

2-19 

2913,2914 

97 

3-13 

2541 

140 

3-  4 

3113 

98 

3-21 

1542 

141 

3-  4 

3111 

99 

3-23 

3181 

142 

3-  4 

3142 

100 

3*-23 

3332,3333 

143 

3-  4 

3181 

101 

4-  3 

2411 

144 

3-20 

1512 

102 

7-  5 

2821,2822 

145 

4-  1 

3421,3422,3423,3424, 

103 

8-  5 

2554,2555 

3425,3426,3427 

104 

8-  5 

3214 

146 

4-  1 

1113 

105 

11-  4 

1616 

147 

7-  9 

1522,1523,1580,2531, 

106 

11-  4 

1523 

2532,2561,  2562 

107 

11-  4 

2532 

148 

7-15 

1837,1838 

108 

11-12 

3217 

149 

7-25 

3348,3435,4121 

109 

11-15 

3491 

150 

9-  1 

3435 

110 

11-19 

1674 

151 

9-  3 

3212 

111 

11-19 

1112 

152 

10-16 

1423 

112 

11-30 

3435,3436,3437,3451, 

153 

lC-23 

4422 

3452 

154 

11-  5 

1357 

113 

12-11 

1534,1537,1538,1539, 

155 

11-10 

1911  thru  1917,4114, 

3119 

4125,4126,4228 

114 

12-11 

1641,1647,1651 

156 

12-  5 

3438,3439 

115 

12-21 

3333 

1941 

157 

m 

3231 

116 

1-23 

3165,3166,3167 

158 

3-18 

4221,4316,4317 

117 

2-12 

Foreword 

159 

3-20 

3481,3482,3483 

118 

2-19 

1543 

160 

3-26 

1711,1712,1714,3312 

119 

3-26 

2511,2512,2521,2522 

161 

4-  9 

1834,1835,1836 

120 

3-28 

1727 

162 

4-20 

1579 

121 

4-  9 

3435 

163 

5-  1 

3423 

122 

4-12 

1621,1622,1623 

164 

5-26 

1911,1912,1914,1917 

123 

4-16 

1548 

165 

6-15 

3435 

124 

4-24 

1611,1612,1613,1614 

166 

6-24 

List  of  Obsolete 

125 

4-24 

1661,1662 

Regulations  and 

126 

6-  4 

1546 

2121,2157,2412 

127 

6-11 

2163 

167 

7-10 

1114 

128 

7-23 

3142,3143,3144 

168 

8-  6 

2157 

129 

7-26 

2211 

169 

8-  7 

3172 

130 

8-16 

4114 

17  c 

8-13 

4223,4224 

171 

8-25 

3221,3222 

1942 

172 

9-  1 

4121,4122,4123,4124 

131 

2-19 

3431,3432,3433 

4127 

173 

9-15 

3438 

1941 

174 

9-16 

3182 

132 

9-11 

2712 

175 

10-  8 

1512 

AMENMENTS  TO  REGULATIONS 


Amendment 

No. 

Date 

Regulation 

Affected 

1. 

July  U,  1936 

1652 

2. 

July  17,  1936 

3434  / 3 4^ 

3. 

October  5>  1936 

r > 

1661 

4. 

October  15,  1936 

1512 

5. 

October  15,  1936 

3422 

6. 

December  19,  1936 

3347 

7. 

January  14,  1937 

1535  and.  1536 

8. 

January  16,  1937 

3433  / 3 / 

9, 

January  19,  1937 

1523  ^ o .y 

10. 

January  19,  1937 

2532 

11. 

January  19,  1937 

3133 

12. 

January  28,  1937 

1836  fr  V ;^/ 

13.. 

January  28,  1937 

4116 

u. 

January  29,  1937 

1422 

15. 

February  4>  1937 

1549 

16. 

February  16,  1937 

2155 

17. 

February  19,  1937 

1737 

18. 

February  27,  1937 

3233 

19. 

March  3,  1937 

2211  and  2212  / / / 

20. 

March  29,  1937 

21. 

March  30,  1937 

/ 

1122 

22. 

April  7,  1937 

2163  /-^y 

23. 

April  12,  1937 

3434  - " ,3^ 

24. 

April  24,  1937 

3113 

25. 

May  4,  1937 

1711  and  1712 

26. 

May  8,  1937 

1838 

27. 

May  8,  1937 

4117 

28. 

May  8,  1937 

3225  ■'  •'  HU 

29. 

May  24,  1937 

4127 

30. 

May  25,  1937 

4116 

The  reverse  side  of  this  and  additional 
sheets  have  been  prepared  for  the  convenience 
of  employees  who  are  maintaining  copies  of 
the  Regulations  of  the  Department.  These 
sheets  should  be  inserted  in  the  front  of 
such  Regulations,  and  subsequent  amendments 


should  be  recorded  as  received 


AMENDSJENTS  TO  REGULATIONS 
(continued) 


Amendment 

No. 

Date 

Regulation 

Affected 

31. 

June  17,  1937 

3318 

32. 

August  2,  1937 

2911 

33. 

August  2,  1937 

2921 

34. 

August  2i  1937 

2922 

35. 

August  2,., 1937 

2923 

36. 

August  2,  1937 

2814  and  2815 

37. 

August  4,  1937 

1821 

38. 

August  21,  1937 

3162 

39. 

September  21,  1936 

3163 

40. 

August  23,  1937 

3U3  3144  / 

41. 

August  26,  1937 

2124 

42. 

August  26,  1937 

2125  n •' 

43. 

August  26,  1937 

2146  ^ 

44. 

September  14,.  1937 

1611 

45. 

September  14,  1937 

I6l6  l>j  W) 

46. 

October  29,  1937 

1681,  1682,  1683 

47. 

October  29,  1937 

3182  ^ txy>■e/^S«  C*  by  / 7 

48. 

November  5,  1937 

3113 

49. 

November  6,  1937 

. 3341 

50. 

November  18,  1937 

3319 

51. 

November  27,  1937 

3213 

52. 

December  22,  1937 

4121  " - 

53. 

September  21,  1937 

1522 

54. 

January  18,  1938 

1675 

55. 

February  4,  1938 

"5^  /3  6 

56. 

February  18,  1938 

1713 

57. 

February  25,  1938 

3142  //  ^ 

58. 

May  4,  1938 

15U 

59. 

May  12,  1938 

1643 

60. 

May  13,  1938 

1111 
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AMENDMENTS  TO  REGULATIONS 
( continued) 


Amendment 

No. 

Date 

Regulation 

Affected 

A 

61. 

June  1,  1938 

1838  by 

62. 

June  9,  1938 

1579  -1  . , 

63. 

July  23,  1938 

3318 

64. 

July  28,  1938 

2812 

65. 

August  6,  1938 

2561  and  2562 

66. 

August  13,  1938 

2511  /(J 

67. 

August  6,  1938 

2512  ,, 

68. 

August  16,  1938 

2521  i,  ir 

69. 

August  16,  1938 

2522  M ^ ‘ II 

70. 

August  11,  1938 

1711 

71. 

September  21,  1938 

21U 

72. 

September  22,  1938 

3216  and  3217 

73. 

September  23,  1938 

1552 

74. 

September  28,  1938 

1726,  1727,  1728 

75. 

October  21,  1938 

3i6i’}Gni^'^ 

76. 

November  7,  1938 

3213 

77. 

November  10,  1938 

14JL1,  1412,  1413 

78. 

November  22,  1938 

2512  S w ^<^5  by  1 j(j 

79. 

November  22,  1938 

2522  W 

80. 

December  19,  1938 

«<  rflJ/ 

81. 

December  19,  1938 

29^r^SdTS22^  ^ 

82. 

December  29,  1938 

a2;s,4i23, 4124, 4125  ,a26' 

83. 

January  14,  1939 

1345  and  1346 

84. 

January  14,  1939 

4114  by  f 

85. 

February  15,  1939 

1216 

86. 

February  15,  1939 

4425 

87. 

February  15,  1939 

3191  and  3192 

88. 

March  7,  1939 

1737 

89. 

March  22,  1939 

1731 

90. 

March  23,  1939 

1712 

AMENI»!ENTS  TO  REGULATIONS 
( contiimed) 


Amendment 

No. 

Date 

Regulation 

Affected 

91. 

May  25,  1939 

1674  (^^'"P^seded  by 

92. 

June  7,  1939 

3451  (Superseded  by 

93. 

Dec.  l6,  1939 

3438-343^  ■'  " ; 

94. 

Dec.  20,  1939 

1533 

95. 

Jaxmary  6,  19^0 

4423 

96. 

January  22.  1940 

1621-1622_i6?7^1624 

97. 

March  1^.  iqUO 

98. 

March  21,  1940 

1542  ' ^ 

99. 

J&rch  2^.  1940 

3181  " " 

100. 

March  27,  1940 

(Superseded  by 

101. 

April  3.  1940 

2411 

102. 

July  5,  1940 

2821-2822  // 

103. 

August  53  1940 

2554-2555 

104. 

August  5*  1940 

3214 

105. 

November  4j  1940 

1616 

106. 

November  4.  1940 

f <r 

1523  " " /V, 

107. 

November  4,  1940 

2532 

108. 

November  L2,  1940 

3217 

109. 

November  15,  1940 

3491 

no. 

November  19  j 1940 

t*»ertds-9ii 

ni. 

November  19j  1940 

1112  ^ } 

112. 

November  30,  1940 

ovog  jAmends";92) 

n3. 

December  11,  1940 

1534,  1^537-l53S-153jS 

lU. 

December  11,  1940 

164Lt1647-1651  i 

115. 

December  21,  1940 

(-AiiidTTded  ICO) 

116. 

January  23,  1914! 

5165-3166-3167 

n7. 

February  12,  1941 

Revised  transnittal 
letter  for  the  Ress. 

118. 

February  I9,  I9I4I 

1543 

119. 

I^roh  26,  19ia 

2511-2512-2521-2522 

120. 

March  28,  194-1 

1727 

■’r"  >.•" 
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AMENK.!ENTS  TO  REGULATIONS 
( continued) 


Amendment 

No. 

Date 

Regulation 

Affected 

121. 

April  9,  19^+1 

34,55 

122. 

April  12,  I9UI 

1621-1622-1623 

123. 

April  16,  1941 

1548 

124. 

April  24.  1941 

1611-1612-1613-1614 

125. 

April  24,  1941 

1661-1662 

126. 

June  4.  1941 

1546 

127. 

June  11.  1941 

2163 

128. 

July  23,  1941 

3142  yi/2- 

129. 

July  26,  19a 

2211  ^ /3? 

130. 

August  16,  1941 

4114 

131. 

3V3/-5  " " /fo 

'74^ 

132. 

September  11,  194i 

L 2712 

133. 

September  5?  1941 

2711 

134. 

September  8,  I94I 

3434 

135. 

September  I6,  1941 

2921-2922 

136. 

October  31,  1941 

1573  " '' 

137. 

November  17,  1941 

1576  ''  " 

138. 

January  20,  1942 

2211 

139. 

February  19^.  1942 

2913-2914  J 

140. 

March  4,  1942 

3113  '' 

141. 

March  4,  1942 

3111 

142. 

llarch  4,  1942 

3142 

U3. 

March  4,  1942 

3I8I  / 

144. 

March  20,  1942 

1512  Z75' 

U5. 

April  1,  1942 

3421,3422,3423 

146. 

April  1,  1942 

1113  /^7 

U7. 

July  9,  1942 

1522,  1523.  2562 

148. 

July  15,  1942 

1837  aria  1838  ® /4/ 

U9. 

July  25.  1942 

3434,4121 

150. 

SentfimT-ior.  1 
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AMENDMENTS  TO  REGULATIONS 
Ccontinued) 


Amendment 

No. 

Date 

Regulation 

Affected 

/6V 

J73 

/6 

151. 

September  3,  19i+2 

3212 

152. 

October  iG , 1942 

1421 

153. 

October  3#  1942 

liU22 

154. 

November  5#  1942 

1357 

155. 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Washington  25,  D.  C. 


November  29,  1943 

I 

REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Foreword 

1.  Authority.  The  Regulations  of  the  United  States  Department  of 
Sigriculture  are  issued  pursuant  to  Revised  Statutes,  Section  l6l 
(derived  from  an  Act  of  July  27,  I789,  and  other  acts  establishing 
the  executive  Departments),  which  provides  thatt 

•*The  head  of  each  Department  is  authorized  to  prescribe 
regulations,  not  inconsistent  with  law,  for  the  govern- 
ment of  his  Department,  the  conduct  of  its  officers  and 
clerks,  the  distribution  euid  performance  of  its  business, 
and  the  custody,  use,  and  preservation  of  the  records, 
papers,  and  property  appertaining  to  it.”  (I8) 

The  present  volume  was  issued  July  1,  1936. 

2.  Responsibility  for  Maintenance.  The  Executive  Secretary  to  the 
Administrative  Council,  Office  of  the  Secretary,  is  responsible  for 
seeing  that  the  Regulations  are  kept  current  and  in  good  order.  Each 
staff  office  will  prepare  needed  amendments  to  regulations  for  which 
it  is  primarily  responsible.  Proposed  additions  or  amendments  will 
be  submitted  for  concurrence  or  recommendation  of  all  staff  offices 
concerned  with  the  subject  matter  involved. 

It  is  desirable  also  that  bureaus  recommend  changes  which  their 
operations  indicate  are  advisable. 

3.  Amendments. 

a.  Effective  Date.  The  date  on  which  a new  or  revised  regulation 
was  approved,  together  with  the  amendment  number,  will  be  shown  at 
the  bottom  of  the  page.  Signatures  will  not  be  shown.  Unless  a 
different  effective  date  is  shown,  the  regulation  will  be  effective 
immediately. 

b.  Marking  System. 

(1)  Additions  or  revisions  in  the  text  will  be  marked  by  single 
asterisks  (*)  at  the  beginning  and  at  the  close  of  each  addition  or 
revision.  In  other  words,  any  new  or  revised  material  will  be  in- 
closed between  two  single  asterisks. 

(2)  Viler  material  is  deleted,  the  deletion  will  be  marked  by 
triple  asterisks  (***). 

c.  Explanatory  Notes.  Since  the  asterisk  markings  will  make  clear 
what  changes  have  been  made  by  an  amendment,  explanatory  notes  usually 
will  not  be  necessary.  When  an  explanatory  note  is  needed,  it  will  be 
issued  in  the  form  of  a cover  sheet. 

d.  Printing  on  Both  Sides.  When  an  amendment  requires  more  than  one 
page,  it  will  be  printed  on  both  sides  of  the  sheet. 

e.  Recording  Amendments.  As  they  are  received,  amendments  should  be 
recorded  by  amendment  number  on  the  pages  provided  for  this  purjiose. 


REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Foreword  (cont. ) 


4.  Citations.  Numbers  in  parentheses,  e.g.  (l8)  in  Paragraph  1 
of  this  Foreword,  refer  to  paragraphs  in  Laws  Applicable  to  the 
United  States  Department  of  Agriculture.  1935  edition  and  1941 
supplement. 

5*  Index  and  Table  of  Contents.  Supplements  to  the  Index  and 
Table  of  Contents  will  be  issued  from  time  to  time. 

6.  Distribution.  Regulations  and  amendments  will  be  supplied  by 
the  Executive  Secretary  to  the  Administrative  Council,  but  only 
to  one  central  distribution  point  in  each  bureau.  Requisitions 
are  not  required  unless  binders  are  to  be  supplied.  If  empty 
binders  only  are  wanted,  the  requisition  should  be  sent  to  Central 
Supply  Division,  otherwise  to  the  Administrative  Council.  Form 
AD-14  should  be  used. 

7.  Memoranda  and  Circulars.  Departmental  and'  staff  office  memo- 
randa and  circulars  which  relate  to  the  Regulations  are  to  carry 
cross  references  to  the  specific  regulations  concerned.  The 
number  of  each  such  memorandum  or  circular  should  be  noted  imme- 
diately after  the  regulation  to  which  it  relates. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Office  of  the  Secretary 
Washington  25,  D.  C. 


August  22,  19U6 


RBGUUTIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 
Check  List 


Attached  is  a check  list  showing  the  pages  which  each  volume 
of  the  Regiilations  should  contain  if  it  is  up  to  date.  The 
pages  are  identified  by  the  number  of  the  first  regulation 
(or  continuation)  on  each  page  and  by  the  date  of  revision 
and  amendment  number  appearing  either  in  the  lower  right  cor- 
ner or  on  the  back  of  the  page. 


Persons  having  copies  of  the  Regulations  should  compare  their 
volumes  with  the  check  list.  If  any  pages  cu:e  missing,  they 
shoxild  be  requested  at  once  from  the  proper  bureau  officials. 
It  is  important  that  the  Regulations  be  kept  up  to  date  at 
all  times. 


'John  Thurston 
Secretary,  Administrative 
Council 
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FUNCTIONS 


nil.  Agencies  of  the  Departments-  The  De- 
partment of  Agriculture  was  created  hy  Act  of 
Congress  approved  May  15 j 1862  (l2  Stat.,  3^7) • 

Until  1889  i't  ^as  administered  hy  a Commission- 
er of  Agriculture. 

By  Act  of  February  9,  1SS9  (25  Stat.,  659), 
the  powers  and  duties  of  the  Department  were  en- 
larged. It  was  made  the  eighth  executive  depart- 
ment in  the  Federal  G-ovemment,  and  the  Commis- 
sioner hecame  the  Secretary  of  Agriculture. 

The  work  of  the  Department  is  supervised  and 
directed  hy  the  Secretary,  who  is  assisted  hy  an 
Under  Secretary  and  an  Assistant  Secretary,  There 
is  also  a general  administrative  staff,  consisting 
of  a Director  of  Research,  Director  of  Extension 
Work,  Director  of  Information,  Director  of  Per- 
sonnel, Director  of  Finance,  and  Solicitor  who 
help  to  coordinate  the  various  activities  of  the 
Department. 

The  Director  of  Research  cooperates  with  bu- 
reau chiefs  and  other  officials  of  the  Department 
in  the  development  and  coordination  of  the  research 
programs  and  policies  of  the  entire  Department,  The 
work  of  the  Department  in  specialized  research  for 
more  or  less  well  defined  practical  objects  and  the 
fundamental  research  for  the  discovery  of  basic 
facts  and  principles  are  both  reviewed  by  him,  and 
he  cooperates  with  bureau  chiefs  and  other  officials 
for  the  purpose  of  utilizing  the  facilities  of  the 
research  work  of  the  several  bureaus,  A part  of  his 
duties  consists  of  administration  of  the  Federal 
Acts  relating  to  work  of  the  State  and  Territorial 
experiment  stations.  In  this  connection  one  of  his 
functions  is  to  assist  in  coordination  of  research 
among  the  State  experiment  stations  and  the  work  of 
these  stations  with  similar  work  of  the  Department. 
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Functions 


The  Director  of  Extension  Work  is  charged  with 
the  responsibility  ef  making  available  throiigh  the 
State  colleges  of  agricolt*ure  economic  and  scien- 
tific information  applicable  to  local  conditions. 

It  is  his  duty  to  formulate  and  establish  plans  and 
policies  concerning  extension  work.  He  is  re- 
quired to  coordinate  the  extension  activities  of 
the  several  bureaus  of  the  Department  ^ of  the  other 
departments  of  the  Government,  and  of  the  State 
colleges.  He  has  charge  of  the  administration  of 
the  extension  work  of  the  Department  and  is  con- 
sulted by  and  advises  bureau  chiefs  with  reference 
to  appointments  of  extension  workers. 

The  Director  of  Information  has  charge  of  the 
information  work  of  the  Department.  He  coordinates 
the  information  policies  and  activities  (l)  of  the 
several  bureaus  of  the  Department,  both  in  Wash- 
ington and  in  the  field,  and  (2)  of  those  of  the 
Department  with  those  of  other  Eederal  and  State 
agencies  engaged  in  agricultural  work.  He  advises 
with  bureau  chiefs  in  the  development  and  execution 
of  publishing  and  general  information  programs, 
both  popular  and  technical  in  character,  and  de- 
termines the  issuance  of  information.  It  is  his 
function  to  establish  information  policies  includ- 
ing those  involved  in  scientific,  administrative, 
and  popular  publications,  in  radio  programs,  in 
service  to  the  press,  and  in  addresses  by  principal 
officials. 

The  Director  of  Personnel  is  the  chief  per- 
sonnel officer  of  the  Department.  He  is  the  gen- 
eral agent  and  representative  of  the  Secretary  of 
Agriculture  in  personnel,  salary  classification, 
organization,  in-service  training,  safety  work,  and 
related  matters  and  exercises  general  oversight 
and  supervision  of  personnel  and  related  activi- 
ties. He  conducts  the  business  of  the  Department 
with  the  Civil  Service  Commission  and  where  person- 
nel matters  are  concerned  with  other  agencies. 
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Functions 


The  Director  of  Finance  and  Budget  Officer  is 
vested  with  full  responsibility  for  the  financial 
affairs  of  the  Department,  including  the  acquisi- 
tion, distribution,  expenditure,  audit,  and  account- 
ing of  all  funds  at  the  disposal  of  the  Department, 
whether  appropriated,  transferred,  or  otherwise  ac- 
quired j the  initiation,  review,  approval,  or  alter- 
ation of  systems,  methods,  procedures,  policies, 
and  regulations  pertaining  to  the  management  of  the 
fiscal  affairs  of  the  entire  Department,  including 
the  Field  Service;  the  representation  of  the  Depart- 
ment before  the  Budget  Bureau,  Treasury  Department,  ^ 
General  Accounting  Office,  both  houses  of  Congress, 
and  any  other  federal  or' non-federal  agency  in  the 
conduct  of  the  financial  business  of  the  Lepartmoat; 
the  general  management  and  coordination  of  procure- 
ment activities  of  the  several  bureaus  and  offices 
of  the  Department,  including  systems  of  transfer, 
inventory,  use  and  disposition  of  expendable  and 
non- expendable  property;  the  conduct  of  such  other 
affairs  not  herein  described  which . comes  under  the 
jurisdiction  of  the  Office  of  Budget  and  Finance; 
and  the  rendering  of  special  or  regular  reports  as 
required • 

The  legal  work  of  the  Department  of  Agricul- 
ture is  performed  under  the  supervision  and  direc- 
tion of  the  Solicitor.  The  Solicitor  acts  as  the 
legal  adviser  to  the  Secretary  of  Agriculture.  He 
is  charged  with  the  preparation  and  supervision  of 
all  legal  papers  to  which  the  Department  is  a jarty, 
and  of  all  communications  to  the  Department  of  «3us- 
tice,  and  to  the  various  officers  thereof,  including 
United  States  attorneys.  He  is  required  to  examine 
and  approve,  in  advance  of  issue,  all  orders  and 
regulations  promulgated  by  the  Secretary  under  stat- 
utory authority.  The  Solicitor  represents  the  De- 
partment in  all  legal  proceedings  arising  under  the 
v£u*ious  laws  entrusted  to  the  Department  for  execu- 
tion. He  also  prosecutes  applications  of  employees 
of  the  Department  for  patents  in  instances  where 
their  inventions  may  be  used  in  the  public  interest. 

The  Chief  of  the  Division  of  Operation  is  the 
custodian  and  has  charge,  for  the  Department,  of 
the  management  of  the  buildings  and  other  facili- 
ties occupied  or  used  by  the  Department  of  Agric\iL- 
tvoce  in  the  District  of  Columbia,  the  teDe phone  and 
telegraph  service,  the  mails  and  files  and  post 
office,  the  motor  truck  and  other  service  units. 


DEPARTMENT  OF  AGRICULTURE 


WASHINGTON 


May  13,  193a 

AMENDMENT  TO  THE  REGULATIONS 


Amendment  No.  60 

The  growth  of  the  Department  during  the 
past  few  years  has  created  a need  for  the  realign- 
ment and  restatement  of  f\mctions  which  have  grad- 
ually changed  during  that  time,  especially  with 
regard  to  the  executive  staff  office  of  Budget  and 
Finance.  To  give  full  recognition  to  this  develop- 
ment, there  appears  on  the  reverse  side  of  this 
sheet  a change  in  the  regulations  of  the  Depart- 
ment as  follows? 

Substitute  the  statement  on  the  reverse  of 
this  sheet  for  the  eighth  part  of  paragraph  1111. 
Agencies  of  the  Department. 

CX 

/ 

Secretary. 


Functions 


He  is  also  the  real  estate  officer  of  the  Depart- 
ment and  acts  as  the  personael  and  administrative 
officer  for  the  internal  operation  of  the  Office 
of  the  Secretary. 

In  addition  to  these  administrative  units,  the 
Department  contains  the  following  bureaus,  each  of 
which  is  s'upervised  by  a chief  who  reports  direct- 
ly to  the  Secretary; 

1.  Agricultural  Adjustment  Administration 

2.  Bureau  of  Agricultural  Economics 

3*  Bureau  of  Agricultural  Engineering 

4.  Bureau  of  Animal  Industry 

5*  Bureau  of  Biological  Survey 

6.  Bureau  of  Chemistry  and  Soils 

7.  Bureau  of  Dairy  Industry 

8.  Bureau  of  Entomology  & Plant  Craarantine 

9*  Office  of  Experiment  Stations 

10.  Pood  and  Drug  Administration 

11.  Forest  Service 

12.  Grain  Futures  Administratj on 

13o  Bureau  of  Home  Economics 

14.  Library 

15 o Bureau  of  Plant  Industry 

16.  Bureau  of  Public  Roads 

17«  Soil  Conservation  Service 

18.  Weather  Bureau 

A ••chief  of  bureau*’  is  the  administrative  head 
of  each  bureau  or  office. 

For  administrative  purposes  the  separate  units 
within  a bureau  or  comparable  unit  in  the  District 
of  Columbia,  the  heads  of  which  report  directly  to 
the  chief  of  bureau,  are  designated  as  ’’divisions.  ” 

In  the  discretion  of  chiefs  of  bureaus,  where 
the  organization  arrangement  permits,  units  within 
divisions,  as  designated  above,  are  known  as 
•’sections”.  (See  also  Paragraph  2312.) 
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Functions 


Each  chief  of  hureau  is  responsible  for  the 
operation  of  his  bureau,  both  in  Washington  and  in 
the  field,  and  shall  maintain  such  contact  with 
the  field  organization  as  may  be  necessary  to  in- 
sure proper  administration  and  coordination  of  the 
work. 

The  division  of  investigations,  office  of 
personnel,  is  authorized  to  make  periodical  in- 
spections of  field  offices  and  stations  of  the 
Department.  All  employees  will  cooperate  with  the 
investigators  to  the  extent  of  giving  such  informa- 
tion as  may  be  requested  and  of  permitting  free 
access  to  books,  records,  and  other  documents. 


Reports  of  such  inspections  will  be  referred 
to  chiefs  of  bureaus  or  offices  concerned  for  con- 
sideration and  appropriate  action.  In  cases  where 
reports  reveal  misconduct  on  the  part  of  employees, 
fiscal  or  other  irregularities,  inefficiency,  lack 
of  proper  records,  or  other,  delinquencies  of  a 
serious  nature,  the  Secretary  shall  be  advised  in 
writing  of  the  action  which  has  been  or  will  be 
taken  by  the  chief  of  bureau  to  correct  the  situ- 
ation and  prevent  similar  occurrences  in  the  future. 
Where  disciplinary  action  is  warranted,  appropri- 
ate recommendations  shall  be  submitted  promptly. 

(128,  129,  131)* 


* Numbers  in  parentheses  refer  to  sections  of  Laws 
Applicable. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Washington  25,  D,  C. 


July  10,  1943 


amendment  N0»  to  the  regulations  of  THE  DEPARTMENT 


Regulation  1114,  attached,  is  effective  issnediately. 


Secratary 
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REGUUTIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Functions 

1112.  * Changes  in  Regional^  State,  or  Other  ^ield  Offices  or  in 
Administrative  Areas. 

1.  In  order  to  facilitate  coordination  of  field  operations  of  the 
Department,  field  offices  serving  the  same  general  geographical  area, 
such  as  the  same  region,  State,  or  county,  shoiild,  whenever  feasible, 
be  located  in  the  same  city  or  town.  As  a general  rule,  county  office 
should  be  located  at  the  county  seat. 

2.  Prior  approval  must  be  obtained  for  the  establishment,  consolidai- 
tion,  change  in  location,  or  abolition  of  (a)  any  field  office 
(other  than  t«i5)orary  offices)  serving  one  or  more  States,  or  other 
major  field  office,  or  (b)  any  regional  or  other  administrative  area 
which  includes  two  or  Tiore  States  or  which  cuts  across  a State  line, 
(other  than  temporary  administrative  areas  and  National  Forests  and 
their  subdivisions). 

3.  Proposed  actions  shall  be  submitted  to  the  Chairman  of  the 
Administrative  Council  (original  and  five  carbons),  together  with  an 
explanation  in  detail  of  the  nature  of  and  the  reasons  for  the  pro- 
posed action  and,  in  the  case  of  field  offices,  giving  tiie  approximate 
number  of  positions  involved.  Such  pr-posals  will  be  COTsidered  by 
the  Administrative  Council,  and  shall  be  approved  by  tl»  Clairman  of 
the  Council  or  referred  by  him  to  the  Secretary.  No  public  announce- 
ment of  such  proposals  and  no  commitments  shall  be  made  prior  to 
approval.  Bureaus  should  discuss  contemplated  changes  with  the 
Chairman  of  the  Administrative  Council  at  an  early  stage  in  ord^  to 
ascertain  Departmental  considerations  which  may  be  applicable.  * 

1113.  Delegation  of  Authority.  Chiefs  of  bureaus  are  granted 
authority  to  authorize  any  legal  and  proper  activity  or  expense 
the  authorization  of  which  is  not  reserved  by  law  or  regiilation 
to  the  Secretary  or  other  officer.  This  is  a general  grant  of 
authority  in  addition  to  specific  grants  given  elsewhere  in  laws, 
orders,  or  regulations,  to  provide  sufficient  authority  for  chiefs 
of  bureaus  to  carry  out  their  responsibilities. 

Regulations;  Memoranda;  General  Departmental  Circulars. 

( Cancelea  b-9-L5 } ^ ^ “ 


Revised  U-25-U7  (Amendment  2U0) 


COOPMATITE  ACTIVITIES 


1121. 


Coox>e 


L’ative  Agreements,*" 


EEGULATIOHS  OF  TEE  U.  S.  DEPABlMEirr  OF  AGSICULTUES 


Official  Seal 

1122.  Official  Saal  of  the  Department 

1.  The  official  seal  of  the  Departisent  of  Agriculture  shall  he  in  the 
custody  of  the  * Chief,  Secretary's  Becords  Section,  CoaaBunications 
Dirision,  Office  of  Plant  and  Operations,  ^o  shall  he  responsihle  for 
the  safeguarding  and  proper  use  of  the  seal.*  lo  employee  of  the  De- 
partoent  shaill  affix  this  seal  to  any  docuatent  nor  shall  axsy  ^>loyee 
reproduce  the  isqprint  of  the  seal  vithout  specific  authority  of  that 
officer. 

2.,  Bequests  for  the  affixing  of  the  seeH  to  docuaants  shall  he  suh- 
aitted  in  writing  to  th©  ♦ Chief,  Secretary's  Becords  Section  ♦ 
hy  chiefs  of  bureaus  or  other  responsihle  administratiye  officers 
designated  hy  chiefs  of  hureaus. 

3.  The  official  seal  shall  he  used  only  to  rerlfy  co^leted  official 
docuaentsi  it  shall  not  he  affixed  to  hlanh  or  inccsmlete  docuaants. 
(130) 


Berised  6-30-45  (An^ndmeat  207) 
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GEITEEAL  PRINCIPLES 


1211,  Correlation  of  Department  Informat i on# - 
Ho  correlate  information  arising  in  different  'bu- 
reaus 5 and  to  make  it  more  effective,  the  director 
of  information  shall  have  general  charge  of  all  in- 
formational work  of  the  Department.  He  shall  super- 
vise the  issuance  of  pu’bli  cat  ions,  press  releases, 
and  radio*  releases  to  meet  the  current  needs  of 
farmers,  homemakers,  and  other  groups.  Often  re- 
leases will  be  prepared  on  a commodity  basis  and 
will  of  necessity  deal  with  the  work  of  several 
bureaus.  Chiefs  of  bureaus  should  cooperate  in 
supplying  facts  necessary  to  make  commodity  re- 
leases reflect  the  programs  of  the  Department  as 

a whole.  This  will  require  proii5)t  attention  to  re- 
quests for  information  if  the  Department  is  to  meet 
the  needs  of  those  it  is  63pected  to  serve. 

The  director  of  information  is  authorized  to 
cooperate  with  bureau  chiefs  in  coordinating  all 
phases  of  the  Department's  work  that  ai*fect  the 
informational  programs  .and  will  keep  policies  and 
procedures  responsive  to  current  needs.  He  shall 
allocate  printing  funds  and  otherwise  manage  the 
Department's  informational  work  in  a way  most  ef- 
fectively to  fulfill  the  Department's  obligations 
to  the  public. 

1212.  Cooperation  with  State  Extension 
Editors.-  The  director  of  information  will  coordi- 
nate the  informational  programs  of  the  Department 
with  those  of  the  States.  This  will  necessitate 
clearing  much  of  the  Department's  information 
through  State  editorial  offices,  so  that  it  may 

be  adapted  to  local  conditions.  Publications  and 
releases  to  newspapers  and  radio  stations  should 
be  regionalized  as  far  as  possible. 

1213*  Eield  Information.-  Field  officers  of 
the  Department,  subject  to  their  bureau  regular- 
tions,  are  authorized  to  give  out  information  un- 
der the  following  categories:  (l)  Progress  reports 


'.'’u  ■;  ■ ■ miPJi . 

B£  ad-j;^Xe'!i‘ioo  of 

'XO^o^rTlb  lU  o:im  ‘0 ^ ■ Iy-(£& 

*.ol  lie  Jo  .<^^TSili>  Ilmi^  i^^^4'.mrxcX':(i-  Jo 

“eqxm  liarfe  eH  , -®r{1  to,  3i:?ofr  Iaao,t'twxot 

^ai20^^4taolIai;^T2^'  to  aoms:^*¥;ai: 


:o  tixai.'xro  t&m  or]  ooss^elsir  oi:2:^«^T  t 


4*X 


tC' 


.Ma  aiaocf'  ’z^fibom^o-  b no  b&"'m^p^xi  M'  XI1¥  f ^m(*I 
'ia^xaTOs  'to"  ^*r.o'n  edit  Mdlw  \ L^eb ■ lib,.  Xli-? 

. Hi  sd’anaqo-GO  ijixfoii'e  a-i/Bexi:/'#  to  -s^taMO  ^u.mo%fj€ 
-6T  ot  art'oat . yrx'^l'o^rri 

?j.s  tHsmtmq;8CE  slit  to  inssit^oiq.  arf^'  • jf*-i>ai:te*ii<«  Bmml 
.'8:1: ’oa  Hoxtixatta  4'(|cao“xq  ®*il0]:?eT  IXlr  aMf.  «oXo^  a 


08'M  ot  ©1  s£it  t.!:  xmlSBmzptt^: 


'xot  »r:t£?;.e.op 


« av*ias-  oif  be-^oe^B  ei:  tX  to  aiff‘ 


o;^'  .&e2srl‘toiiii/>3  si  xroi^famotiii  $o  Hotoa'^li>  o.d,'^  ' 

IIf5  3iri.taii|:l3i:ooo  Hi  atelxCo  xraawd'  iitcw  :etiri;aq;ooo 
, .®.dt  ioetlsj  telt  ::jlTew  ex£#- lo  ae^mrlg 

^xia  aeioilog:  qjjSTl  IX  In  'Mb.  acmso'iq; 

IlBda  all  ■ ♦sBaan  ^jaa^xsxo  o#  evi^oix^arr 
Sit#  eai;'’r3:%dto  Bita  al>,aj:;t:  ataoolla 

-te  ..yaOiff  \aw  ,s  Hi  3f*xw  Xaitoiii^otai  #* 
i^aoxta^tldo-  iaarntTegaO:  ,ad;t ' IXitli/t  od" 

. voildD'H  odt  oi 


XLtl'Il  hqI  texat.QQ0  . »Si:SI 
^Bbrxooo  IXiw  noid^MmoJnJ:  to  ’loi'aaoixB  edi  • 
dTMit‘xaq;a<I  arlcT  to  .R.^*xao^g:  XaHox.terxotixX  ©dt 
.'  aifaitaaeosii'.IIiw  a.Hf  ^aet^tE  exit  to.  aBcdi  litfw' 
.ctoiteMHo.tisi  . 

"^k  ti  'tiiit  oa  .lai^.otil)0  atatE 

Bjpb  sHoltaoxIcrx/ii  \$mU£bmo  Xmol  0d . 

hXxrodB  Bxroitata  $i:BqM0nm  oif  ' 

m 'mt  aa 

;"  d';:'v.;-.  ' , c^,.  ' ' ■.;,':C,,,  ,r,  ;'  ' ■ ;>;:''  ; ' ■ 

■to,  a^eoitlo^  BXsif 

«^sXo^8*x  jtms*uid  ■ o#  ^toet^xm'  ■■■■ 

Htto*  ijoiriaisrxotixi  ix^o ' oTiSs"  , Oia 

aiioqetc  {X)  t a.iv 


G-eneral  Principles 


which  have  only  a local  interest;  (2)  Reports  of 
regulatory  work;  and  (3)  Market  quotations  and 
weather  forecasts.  All  statements  of  a policy 
nature  and  reports  of  important  developments  of 
regional  or  .national  importance  must  he  submitted 
to  Washington  for  release.  To  insure  that  field 
information  is  sent  only  to  publications  desir- 
ing it,  mailing  lists  must  be  revised  at  least 
once  every  six  months. 

All  members  of  the  Department,  especially 
field  employees,  should  call  to  the  attention  of 
their  bureau  chiefs  significant  developments, 
problems,  and  special  needs  for  information  from 
the  Department.  These  reports  should  be  trans- 
mitted to  the  director  of  information  for  his 
guidance  in  shaping  informational  programs  of  the 
Department  to  meet  the  needs  of  agricultural  and 
other  groups. 

1214.  Compensation  for  Articles  and  Speeches.- 
Articles  prepared  officially  are  the  property  of 
the  Government.  Authors  must  not  accept  payment 
for  official  articles  published  in  outside  jour- 
nals, magazines,  or  newspapers.  Articles  prepared 
outside  of  office  hours  may  be  sold  subject  to  the 
restrictions  on  outside  work.  (See  also  Paragraph 
1548.) 

Employees  may  not  accept  honoraria  for  ad- 
dresses delivered  as  part  of  their  official  duties. 
Employees  may  accept  honoraria  for  addresses  de- 
livered on  their  own  time,  provided  the  Department 
has  not  incurred  any  additional  expense  for  travel 
or  subsistence  while  the  speaker  is  away  from  his 
official  duties. 

1215.  Endorsement  of  Commercial  Products.- 
Information  developed  by  the  Department  is  avail- 
able to  everyone,  but  naturally  the  Department 
wishes  to  guard  against  the  misuse  of  such  informa- 
tion. All  en^jloyees  should  exercise  caution  in 


General  Principles 


making  statements  that  may  be  used  in  promoting 
commercial  products  or  enterprises  including 
those  tested  or  tried  out  in  laboratory  or  field 
tests.  There  is  no  objection  to  giving  the 
facts  or  to  supplying  illustrations  upon  request 
but  this  must  be  done  with  the  strict  understand- 
ing that  no  effcjrt  will  be  made  by  the  company 
to  show  in  advei’tising  or  otherwise,  either 
directly  or  by  implication,  that  the  Department 
endorses  the  product  in  question. 

Employees  shall  not  allow  the  use  of  their 
names  as  endorsers  of  commercial  products. 

1216.  Distribution  of  Photographs.-  "When 
it  is  established  that  departmental  photographs 
are  to  be  used  in  the  public  interest,  such 
photographs  may  be  furnished  free  to  coopera- 
tors, publishers  of  newspapers,  magazines,  etc., 
but  they  should  be  sold  in  all  other  instances. 

As  a general  rule  only  one  print  of  each  photo- 
graph should  be  furnished  without  charge,  but  in 
exceptional  cases  a limited  number  of  prints 
from  a single  negative  may  be  given  to  cooper- 
ators, publishers  of  newsi>apers,  magazines,  etc. 
In  most  instances  all  photographic  items,  other 
than  glossy  prints  for  reproduction  purposes, 
shall  be  offered  only  on  a sales  basis.  Extreme 
care  should  always  be  exercised  in  granting  re- 
quests for  free  prints.  (See  also.  Regulations 
4425  and  4427) 


DEPARTMENT  OF  AGRICULTURE 


WASHINGTON 


February  15,  1939 


A?^ENDMENT  TO  THE  REGULATIONS 


Amendment  No . 85 • 


There  appears  on  the  reverse  side  of  this 
sheet  an  addition  to  the  Regulations  of  the 
Department,  which  has  been  designated  as  regu- 
lation 1216,  and  entitled  ^Distribution  of 
Photographs.”  Such  an  addition  appears  de- 
sirable from  a departmental  standpoint  in  that 
it  establishes  a general  procedure  for  the  dis- 
tribution of  photographs. 

The  provisions  of  the  regulation  are 
promulgated  effective  immediately. 

The  following  additions  should  be  made  to 
the  Table  of  Contents  and  to  the  Index i 

Table  of  Contents; 

Add;  ”1216.  Distribution  of 
Photographs” 

Index; 

Add;  ”Photographs,  distribution 

of 1216” 

CX 


Secretary 


imURVIEWS  AND  PRESS  RELEASES 


1221.  Current  Information.-*  To  provide  the 
interested  public  with  information  coming  from 
Department  work  at  a time  when  it  will  he  most 
useful  it  is  often  necessary  to  release  such  in- 
formation through  the  press  and  through  radio 
stations.  The  Press  Service  is  the  official  me- 
dium through  which  material  prepared  in  popular 
form  is  released  to  all  branches  of  the  press. 

The  Radio  Service  is  the  medium  through  which  ma- 
terial is  released  to  radio  broadcasting  stations 
and  networks.  It  shall  be  the  duty  of  every  bu- 
reau of  the  Department  to  furnish  information  to 
members  of  the  press  service  and  radio  service  for 
timely  dissemination  to  the  public.  All  releases, 
talks,  or  interviews  issued  by  either  of  these 
agencies  shall  be  approved  by  the  chief  of  the 
bureau  concerned  or  by  someone  designated  to  rep- 
resent him. 

Representatives  of  the  bureaus  will  be  respon- 
sible for  the  accuracy  of  the  statements  in  re- 
leases. Chiefs  of  the  press  service  and  radio 
service  will  be  responsible  for  choosing  the  most 
effective  method  of  presenting  the  facts  and  for 
distribution  of  releases.  The  director  of  informa- 
tion will  adjust  any  differences  of  opinion  that 
may  arise  and  will,  when  necessary,  submit  releases 
involving  fundamental  policy  to  the  Secretary  for 
approval.  Each,  bureau  shall  cooperate  fully  with 
the  Office  of  Information. 

Because  of  the  importance  of  photographs, 
charts,  maps  and  other  illustrative  materials  in 
the  press  such  items  shall  be  regarded  as  a part 
of  the  Department's  information  service  ^nd  shall 
be  handled  in  essentially  the  same  manner  as  press 
material.  Bureaus  shall  cooperate  with  the  press 
service  in  furnishing  suitable  illustrations. 
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Interviews  and  Press  Releases 


1222.  Interviews."  Representatives  of  news- 
papers, magazines,  and  radio  stations  and  networks 
often  wish  to  obtain,  by  interview,  information 
direct  from  specialists  or  officials  who  are  best 
qualified  to  supply  accurate  details;  such  informal 
interviews  are  encouraged,  subject  to  the  follow- 
ing requirements,  designed  to  avoid  embarassing 
the  Department; 

(a)  If  Department  policy  or  the  work  of  more 
than  one  bureau  is  involved  the  eir5)loyee  will  be 
responsible  for  having  the  materisd  properly  ap- 
proved. 

(b)  If  the  material  in  no  way  involves  De- 
partment policy  or  the  work  of  more  than  one  bur- 
reau,  the  rules  and  regulations  of  the  originating 
bureau  will  govern. 

(c)  To  guarantee  that  all  media  have  an  equal 
opportunity  to  obtain  information  regarding  new 
significant  developments  in  all  phases  of  the  De- 
partment *s  work  and  especially  to  obtain  previous- 
ly unpublished  results  of  scientific  research  and 
economic  studies,  such  material  shall  be  isaxied 
only  through  regular  Department  channels  or,  with 
official  J5>proval,  in  a suitable  outside  periodi- 
cal. 


(d)  Employees  of  the  Department  should  not 
discusB,  in  informal  interviews,  topics  such  as 
political  and  budgetary  matters  which  under  exist- 
ing laws  or  regulations  could  not  be  announced  in 
official  releases. 
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REGUIATIONS  OF  THE  U.  S,  IKPARTHENT  OF  AGRICULTURE 
ADDRESSES,  LECTURES,  AND  SPEECHES 


1251*  Prior  Approval  Required, 

1,  Any  regularly  scheduled  address  or  radio  talk  that  involves  poli- 
cies of  the  Departanent  or  the  work  of  two  or  more  bureaus,  or  of 
other  departments,  must  be  approved  by  the  Director  of  Inf<*rmation 
prior  to  delivery.  One  copy  of  each  address  or  speech  will  be  sent  to 
the  Office  of  Information  for  reference  and  filing,  (See  also  Regula- 
tion 1252.) 

2,  ♦ Members  of  the  Department  may  take  part,  in  their  official  capac- 
ities, in  commercially  sponsored  broadcasts  only  when  properly  author- 
ized, Broadcasts  over  national  networks  must  be  authorized  in  advance 
by  the  Director  of  Informationi  or,  in  the  case  of  broadcasts  over 
individual  stations  or  regional  networks,  by  the  proper  administrative 
officer  of  the  agency  concerned,  under  rules  prescribed  by  the  Director 
of  Information,  Eiaergency  broadcasts,  such  as  forest  fire  warnings, 
may  be  made  without  advance  approval.  * 

1232.  Lectures , 

1,  No  employee  of  the  Department  shall  become  a member  of  the  faculty 
of  any  educational  institution  or  deliver  a regular  course  of  lectures 
at  such  an  institution,  without  the  approval  of  the  Secretary  secured 
throu^  the  chief  of  the  bureau  in  which  such  employee  is  engaged, 

2,  finployees  invited  to  deliver  lectures  or  address  meetings  for  which 
service  they  will  receive  compensation  in  the  form  of  honoraria  or 
traveling  expenses  or  both  must  do  so  as  private  persons,  although 
entitled  to  use  their  official  titles.  It  is  the  policy  of  the  Depart- 
ment to  have  such  work  done  on  an  official  or  private  basis  but  not 
both.  If  the  lecture  or  address  is  made  in  an  official  capacity,  the 
Ifepartment  will  pay  the  traveling  expenses  but  if  the  lecture  or  ad- 
dress is  made  in  a private  capacity  the  Depai*tment  will  not  pay  any 
additional  e:^)enses  in  connection  with  it,  (80,  81)  (See  also 
Regulation  1512,) 


Revised  7-26-44  (Amendment  190) 


"I 


RADIO  BROADCASTS 


124i.  Contacts  with  Radio  Broadcasting  Co^ 
■panies,-  All  dealings  with  officials  of  radio 
"broadcasting  networks  for  the  purpose  of  arrang- 
ing for  "broadcasts  of  information  arising  from 
the  work  of  the  Department  shall  "be  made  "by  the 
director  of  information,  the  chief  of  the  radio 
service,  or  field  employees  designated  "by  the  di- 
rector of  information. 

All  dealings  with  officials  of  individaial 
radio  stations  for  the  purpose  of  arranging  for 
regularly  schednled  "broadcasts  of  information  a- 
rising  from  the  work  of  the  Department  shall  "be 
made  "by  the  director  of  information,  chief  of  the 
radio  service,  or  field  employee  designated  "by 
the  director  of  information;  except  that  field 
employees  of  the  Bureau  of  Agricultural  Economics 
and  Weather  Bureau  shall  arrange  for  broadcasts 
of  market  news  and  local  weather  forecasts  with 
managers  of  stations  in  cities  where  these  em- 
ployees are  located.  To  avoid  conflicts  between 
Department  units  for  radio  time,  chiefs  of  these 
bnieaus  shall  notify  the  director  of  information 
of  jchedules  arranged.  Employees  may,  of  course, 
consistent  with  other  regulations,  accept  invita- 
tions for  participation  in  radio  programs. 
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1251  • Preparation  and  Distrilyation  of  Motion 
Pictureso-  The  division  of  motion  pictures,  Ex- 
tension Service,  will  make  and  distribute  — or 
supervise  the  making  and  distribution  of  all  de- 
partmental motion  pictures.  All  projects  for  mo- 
tion pictures  to  be  made  by  or  for  any  bureau  of 
the  Department  shall  be  submitted  on  forms  pre- 
scribed for  the  purpose  to  the  director  of  exten- 
sion work. 

In  order  to  promote  economy  and  efficiency,  and 
to  develop  an  effective  motion  picture  program, 
the  following  rules  will  be  strictly  observed; 

(a)  Once  a year  not  later  than  January  15> 
each  bureau  chief  will  submit  to  the  director  of 
extension  work  a statement  of  the  subject  matter 
or  problems  with  which  the  bureau  is  concerned 
that  would  be  most  important  to  place  before  the 
public  during  the  year, 

(b)  On  the  basis  of  these  statements,  the 
director  of  extension  or  his  representative  in 
consultation  with  representatives  of  the  bureaus 
will  prepare  a production  program, 

(c)  Subjects  or  problems  not  included  in 
this  program  may  be  submitted  as  they  arise,  but 
careful  consideration  should  be  given  to  the  rela- 
tive importance  of  the  subject  matter  so  that  only 
worthwhile  projects  are  proposed, 

(d)  Except  in  emergencies,  no  motion  picture 
will  be  made  until  a definite  and  complete  outline 
has  been  submitted  and  approved.  Time  should  be 
allowed  for  the  preparation  of  the  scenario,  its 
submission  for  the  criticism  of  all  concerned,  and 
its  approval  by  the  director  of  extension  work, 

(e)  All  bureaus  are  expected  to  cooperate  in 
furnishing  subject  matter  supervision  when  requested, 
for  any  motion  picture  touching  upon  its  activities 
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that  has  been  accepted  for  production,  althou^ 
the  picture  may  he  sponsored  hy  another  agency, 

(f)  A subject  matter  specialist,  responsible 
for  the  accuracy  of  the  subject  matter,  should  be 
designated  to  work  with  the  motion  picture  direc- 
tor whenever  practicable.  The  motion  picture  di- 
rector shall  be  responsible  for  the  presentation 
of  the  subject  matter  in  motion  picture  form.  In 
the  matter  of  cinematography,  the  opinion  of  the 
photographer  as  to  the  feasibility  of  taking  the 
subject,  proper  lighting,  etc.,  shall  be  final, 

(g)  So  far  as  practicable,  scenes  not  essen- 
tially related  to  a special  region  should  be  staged 
in  or  near*  the  District  of  Columbia, 

(h)  Pilms  should,  whenever  practicable,  be 
nonsectional  and  nontechnical,  so  that  they  will 
be  adapted  for  wide  distribution  and  if  possible 
be  of  service  to  the  entire  Department, 

(i)  Copies  of  films  may  be  loaned,  rented,  or 
sold  if  the  interests  of  the  Department  are  fur- 
thered by  doing  so.  In  making  such  loans,  rentals, 
or  sales,  educational  institutions  and  associations 
for  agricultural  education  not  organized  for  profit 
shall  have  preference,  ' When  deemed  advisable,  the 
Department  may  manufacture  positive  film  for  non- 
governmental agencies  with  the  film  stock  and  chemi- 
cals supplied  by  the  purchaser,  and  sell  the  finished 
product  for  a price  to  cover  actual  cost  of  manu- 
facture plus  10  percent.  All  moneys  received  from 
such  rentals  or  sales  shall  be  covered  into  the 
Treasury  of  the  United  States  as  Miscellaneous  Re- 
ceipts, 

(j)  When  deemed  advisable,  the  Department  may, 
under  proper  safeguards,  arrange  to  place  its  nega- 
tives in  the  custody  of  a commercial  motion-picture 
company  for  the  printing  of  positive  films  for  the 
use  of  the  Department  or  to  be  sold  to  authorized 
purchasers  at  a fair  price  per  foot  of  positive 
film. 
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(k)  Motion-picture  projection  machines  and 
motion-picture  cameras  may  he  purchased  only  with 
the  approval  of  the  director  of  extension  work, 
Porchases  of  such  equipment  will  he  reported  to 
the  division  of  motion  pictures,  which  will  keep 

a record  of  the  equipment  available  in  the  Depart- 
ment, When  the  original  purpose  for  which  the 
equipment  is  purchased  has  heen  served,  such  prop- 
erty shall  he  transferred  to  the  division  of  motion 
pictures.  The  purpose  of  this  regulation  is  to 
TUftka  motionr-picture  equipment  available  for  loan 
as  needed, 

(l)  All  shipments  of  motion-picture  film  from 
the  city  of  Washington  shall  he  made  from  the  mo- 
tion picture  laboratory;  all  incoming  shipments 
should  he  consigned  to  the  laboratory;  all  motion- 
picture  cameras,  projectors,  film  and  other  motion- 
picture  equipment  shall  he  held  in  the  custody  of 
the  laboratory, 

(m)  Expenses  for  travel  and  subsistence  in 
connection  with  the  taking  of  all  motion  pictures 
will  he  borne  as  a general  rule  by  the  bureaus  for 
which  the  pictures  are  made.  Additional  expense 
up  to  the  total  cost,  will  be  borne  by  the  bureaus 
for  the  making  of  pictures  that  have  little  or  no 
value  for  extension  purposes,  (172) 


OHIGIN  OP  PUBLICATIONS 


1311  • Origin  of  Publications, The  general 
public  does  not  benefit  from  research  work  done 
in  the  Department  until  results  of  this  work  are 
disseminated.  Publications  are  an  inexpensive 
method  of  getting  these  results  to  the  people  in 
a form  that  mpT  be  preserved  for  future  reference® 
Ordinarily  publications  originate  in  the  bureaus 
when  a specific  piece  of  work  has  been  completed. 
At  times,  however,  the  need  for  certain  publica- 
tions becomes  evident  through  requests  from  the 
public  for  information.  When  in  the  opinion  of 
the  director  of  information  there  is  sufficient 
need  for  a publication  not  already  available  or 
the  revxsion  of  an  existing  publication,  he  will 
confer  with  the  proper  bureau  chief  or  chiefs  as 
to  the  advisability  of  such  preparation.  If  it 
is  decided  that  a new  publication  is  necessary 
the  bureau  chief  or  chiefs  shall  have  it  prepared 
within  a reasonable  time. 
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TYPES  or  PUBLICATIONS 


1321.  Serial  Publications,-  All  bulletins, 
circulars,  and  reports  of  the  Department  except 
those  listed  in  paragraph  I322  shall  be  included 
in  the  following  six  series,  all  but  the  last-men- 
tioned of  which  must  be  of  octavo  size: 

(a)  Farmers'  Bulletins,-  Farmers*  bulletins 
should  be  concise,  pertinent  statements,  in  non- 
technical style  regarding  subjects  of  broad  in- 
terest coming  properly  within  the  range  of  the  De- 
partment activities.  Recommendations  and  direc- 
tions applicable  in  modern  agricultural  practices 
are  especially  desired.  These  bulletins  should  be 
short,  preferably  not  more  than  16  pages, 

(b)  Technical  Bulletins,-  Technical  bulletins 
should  contain  reports  and  results  of  research  and 
experimentation,  including  variety  and  fertilizer 
tests,  crop  and  milk  yields,  and  breeding  results; 
economic  and  other  comprehensive  surveys;  and  tech- 
nical discussions  or  compilations  (exclusive  of 
purely  statistical  data  and  bibliographies).  Or- 
dinarily these  will  be  intended  primarily  for  spe- 
cialists, research  workers,  teachers  and  advanced 
students  engaged  in  the  scientific  phases  of  agri- 
culture and  related  work  or  interested  in  the  ac- 
quisition or  dissemination  of  fundamental,  techni- 
cal information  underlying  the  development  of  agri- 
culture and  related  subjects, 

(c)  Statistical  Bulletins,-  Statistical  bul- 
letins should  contain  statistics  relating  to  agri- 
cultural commodities  or  conditions.  They  include, 
insofar  as  possible,  statistics  of  production, 
movement  from  the  farm,  receipts  at  principal  mar- 
kets, reshipments,  farm  and  market  prices,  exports 
and  imports,  production  in  foreign  countries,  and 
foreign  market  prices.  In  addition  to  the  statis- 
tics for  the  year  given  in  each  bulletin,  conparable 
data  may  be  given  for  as  many  years  in  the  past  as 
it  seems  desirable  to  include  for  use  in  noting 
trends. 
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(d)  Circulursc"  Circulars  should  carry  in 
brief  form  semi- technical  material  of  a nature  in- 
tended primarily  for  special  groups  or  for  limited 
or  temporary  distribution.  In  general,  semi-tech- 
nical papers  describing  methods,  apparatus,  equip- 
ment, procedure,  observations,  diseases,  insects, 
parasites,  new  varieties,  crops  and  crop  culture 
and  marketing  for  specialized  operators  or  growers, 
and  any  special  conditions  or  phases  of  agriculture 
requiring  specific  discussion  should  be  issued  as 
circulars. 

(e)  Leaflets.-  Leaflets  should  be  concise 
and  popular  in  nature,  and  must  not  exceed  2 pages. 
They  should  carry  in  brief  form  and  simple  language 
information  that  can  be  easily  understood  and  read- 
ily applied  by  the  reader.  Control  measures,  form- 
ulas for  insecticides  and  fungicides,  cultural  di- 
rections, planting  suggestions,  hints  on  care  or 
breeding  of  livestock, . and  similar  subjects  suit- 
able for  concise,  popular  treatment  are  topics  sug- 
gested for  this  series, 

(f)  Miscellaneous  Publications.-  Miscellaneous 
publications  should  include  those  publications  of 
the  Department  of  a miscellaneous  nature  which  do 
not  fall  within  the  divisions  of  farmers*  bulletins, 
technical .bulletins,  statistical  bulletins,  circu- 
lars, or  leaflets,  or  which  are  of  other  than  oc«^ 
tavo  size. 

Farmers*  bulletins,  technical  bulletins,  star- 
tistic^  bulletins,  circulars,  and  leaflets  will 
carry  the  approved  standard  cover  design  for  the 
series. 

As  a general  rule  it  is  intended  that  the 
highly  technical  contributions  of  limited  scope 
should  be  published  in  the  Journal  of  Agricultural 
Research;  that  the  more  general  discussions  and  the 
more  complete  reports  of  investigations  be  pub- 
lished as  technical  bulletins;  that  the  less  tech- 
nical discussions,  summaries,  and  other  contribu- 
tions designed  for  special  distribution  be  includ- 
ed in  the  circular  series,  while  the  popular 
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condensed  discassions  for  the  use  of  the  general 
public  he  included  in  farmers’  bulletin  and  leaf- 
let series. 

1322*  Publications  other  Than  Denar tment 
Series.-  The  following  publications  will  not  be 
included  in  the  departmental  series; 

(a)  The  annual  reports  and  other  publications 
and  reports  required  by  statute; 

(b)  the  Yearbook,  Yearbook  Separates,  North 
American  Fauna  of  the  Bureau  of  Biological  Survey, 
Seed  and  Plant  Introduction  Inventory  of  the  Bureau 
of  Plant  Industry,  and  the  ’’lists”  of  the  Office  of 
Information,  which  are  specialized  serial  publica- 
tions; 

(c)  the  periodical  publications  of  the  Depart- 

ment which  have  been  approved  by  the  Bureau  of  the 
Budget,  as  follows:  Agricultural  Situation,  Clip 

Sheet,  Consumer’s  Guide,  Crops  and  Markets,  Experi- 
ment Station  Record,  Extension  Service  Review, 

Forest  Worker,  Journal  of  Agricultural  Research, 
Monthly  Weather  Review,  Public  Roads,  Soil  Conserv- 
ation, Snow  and  Ice  Bulletins,  and  Weekly  Weather 
and  Crop  Bulletin; 

(d)  the  Service  and  Regulatory  Announcements; 

(e)  office  circulars,  unnumbered  publications, 
and  any  specific  circulars  or  publications  not  suit- 
able for  the  numbered  series.  At  least  two  copies 
of  each  of  these  should  be  forwarded  to  the  docu- 
ment collection  of  the  main  library  at  the  time 

of  issue. 

13230  Yearbook  of  the  Department.-  The  Year- 
book of  the  Department  shall  contain  a general  re- 
port of  the  operations  of  the  Department  and  such 
papers,  accon^anied  by  suitable  illustrations,  as 
are  in  the  opinion  of  the  Secretary,  specially  suited 
to  interest  and  instruct  the  farmers  of  the  country. 
It  shall  also  contain  selected  agricultural  statis- 
tics. 
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1324.  Journal  of  Agricultural  Research, - 
Papers  for  the  Journal  of  Agricultural  Research 
shall  be  concise  reports  of  the  essential  data  and 
conclusions  of  original  research  of  direct  or  in- 
direct importance  to  agriculture.  Historical  intro- 
ductions, as  well  as  bibliographies,  must  be  kept 
to  a minimum.  In  general,  an  article  should  not  be 
more  than  12  printed  pages  in  length. 

1325*  Service  and  Regulatory  Announcements.- 
Service  and  regulatory  announcements  shall  contain 
such  notices  of  judgment,  decisions,  and  other 
information  as  may  be  necessary  in  the  enforcement 
of  regulatory  acts.  These  announcements  shall  be 
printed  in  octavo  size,  bearing  the  name  of  the  bu- 
reau, the  number  of  the  publication,  the  date  of 
issue,  and  the  words  ^'Service  and  Regulatory  An- 
nouncements." Service  and  regulatory  announcements 
^11  be  issued  only  as  may  be  required  to  comply 
with  the  law.  Issuance  of  Service  and  Regulatory 
Announcements  will  not  supersede  the  publication, 
in  other  forms,  of  notices  of  judgment  or  quaran- 
tine, and  decisions,  orders,  or  other  announcements 
requiring  immediate  publication  or  which  are  neces- 
sary for  the  proper  enforcement  of  the  regulatory 
acts.  When  individual  publications  are  essential 
they  will  be  printed  in  octavo  size. 

1326.  Manuals  and  Handbooks.-  When  it  is  pro- 
posed to  publish  a voluminous  manual,  handbook, 
bibliography,  or  treatise  relating  to  any  phase  of 
the  agricultural  industry,  the  matter  should  be  sub- 
mitted to  the  director  of  information  for  his  ap- 
proval before  actual  preparation  of  the  manuscript 
is  undertaken.  An  outline  should  also  be  prepared 
for  his  information  indicating  in  general  terms  the 
proposed  treatment  of  the  subject,  the  probable 
size  of  the  publication,  the  number  and  character 
of  illustrations,  and  such  other  information  re- 
garding its  scope  and  purpose  as  will  permit  intelli- 
gent consideration  of  this  matter. 
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1327.  Indexes  and  Ref erence_Xists«-  To  faci- 
litate the  use  of  the  publications  of  the  Depart- 
ment, indexes  and  classified  reference  lists  of 
all  those  that  are  considered  desirable  for  refer- 
ence purposes  will  be  issued  from  time  to  time. 
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1331.  Character  of  Pa-pers  Submitted  for  Pub- 
lication,- Bureau  chiefs  should  submit  for  pub- 
lication only  such  papers  as  have  a definite  value 
in  the  work  of  the  Department.  The  director  of  in- 
formation shall  determine  whether  manuscripts  sub- 
mitted justify  the  expense  of  publication.  He  is 
authorized  to  disapprove  manuscripts  that  can  not 
be  justified  because  of  low  quality,  faulty  organi- 
zations, excessive  cost,  duplication  of  material 
already  published,  infringement  upon  the  work  of 
other  agencies,  unsuitability  of  the  material,  or 
insufficient  need  for  the  proposed  publication* 

Manuscripts  prepared  by  persons  not  connected 
with  the  Department  will  not  be  accepted  for  pub- 
lication unless  it  can  be  clearly  shown  that  their 
publication  and  distribution  would  be  financially 
justified  and  a valuable  contribution  to  the  De- 
partment's program  of  work  or  in  the  public  interest. 
The  publication  of  these  manuscripts  must  further 
be  recommended  by  the  chief  of  the  bureau  directly 
concerned  before  approval  can  be  granted  by  the 
director  of  information. 

1332*  Prenaration  of  Manuscrints.-  To  facili- 
tate the  publication  of  manuscripts  and  to  effect 
economies  in  printing,  the  following  instructions 
should  be  followed: 

(a)  Authors  will  prepare  their  manuscripts 
with  the  utmost  care  to  avoid  errors  in  data,  state- 
ments, or  conclusions;  to  include  only  essential 
matter;  and  to  arrange  the  material  in  the  form  con- 
sidered final  by  the  authors.  Authors  should  con- 
sult workers  on  related  subjects  in  other  bureaus 
before  finally  submitting  their  manuscripts  for 
publication,  and  all  differences  of  opinion  should 
be  settled  in  advance.  A statement  showing  the 
workers  in  other  bureaus  who  have  been  consulted 
shall  be  incorporated  in  the  letter  transmitting 
each  manuscript  to  the  director  of  information. 
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Either  the  author  or  the  hureau  editor  may  submit 
a manuscript  informally  to  the  director  of  informa- 
tion for  s-u^estions  and  comment  before  it  is  edited 
and  transmitted  formally. 

(b)  After  the  author  has  carefully  prepared 
his  manuscript  it  imist  be  submitted  to  the  bureau 
editor  for  editing  and  checking.  If  major  changes 
are  made  in  the  manuscript  by  the  bureau  editor, 
the  author  shall  be  given  the  opportunity  to  note 
such  changes.  Any  points  in  controversy  between 
the  author  and  bureau  editor  should  be  decided  by 
the  bureau  chief  before  the  manuscript  is  sent  to 
the  Office  of  Information. 

(c)  Clean  copy  facilitates  prompt  publication 
and  reduces  the  likelihood  of  errors;  therefore 
those  sections  of  the  manuscript  containing  exten- 
sive additions  or  corrections  should  be  recopied 
by  the  originating  bureau.  Copy  should  be  sent 
flat,  the  folios  numbered  consecutively,  typewritten 
double  space  unless  reprint,  and  each  page  should 
begin  with  a paragraph.  One  side  of  paper  only 
should  be  used.  Duplicate  copy  of  reprint  must  be 
furnished  when  possible  if  both  sides  are  to  be 
used.  Tabular  matter  should  be  on  separate  pages. 

(d)  Upon  receipt  of  a manuscript  by  the  Office 
of  Information  all  bureaus  will  be  notified  and 
given  an  opportunity  to  see  it  if  desired.  It  must 
be  returned  to  the  Office  of  Information  with  any 
criticisms  or  recommendations  within  three  days 
after  its  receipt  unless  an  extension  of  time  is 
granted  by  the  director  of  information. 

(e)  After  the  manuscript  has  been  examined  by 
all  the  bureaus  desiring  to  do  so,  it  will  be  edi- 
torially reviewed  and  rechecked  in  the  division  of 
publications  of  the  Office  of  Information.  Com- 
ments made  or  queries  raised  on  manuscripts  will  be 
referred  to  the  originating  bureau  for  considera^- 
tion.  Opportunity  will  also  be  afforded  the  origi- 
nating bureau  to  check  any  redrawn  illustrations 
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and  to  note  any  extensiye  editorial  changes  mads 
in  the  division  of  publications® 

1333*  Submission  of  Manuscripts®-  All  manu- 
scripts for  publication  should  be  submitted  to 
the  director  of  information,  accompanied  by  a 
statement  showing: 

(1)  Title  of  manuscript  and  series  in  which 
it  is  recommended  that  it  be  published® 

(2)  That  the  chief  of  the  originating  bu- 
reau has  carefully  considered  the  manuscript  and 
recommends  its  publication® 

(3)  Authority  under  which  the  work  reported 
was  done. 

(4)  Need  and  purpose  of  the  publication. 

(5)  That  the  information  contained  is  unpub- 
lished or  not  available® 

(6)  That  statistics  and  computations  have 
been  verified  and  are  correct. 

(7)  Timeliness  of  the  publication. 

(g)  Suggested  distribution  of  the  publication. 

(9)  Number  of  copies  recommended  for  print- 
ing for  sale  by  the  Superintendent  of  Documents. 

(10)  Illustration  Certificate.  (See  also 
Paragraph  133^*) 

It  must  bje  established  that  the  publication 
of  a manuscript  is  necessary  before  the  Depart- 
ment sends  it  to  the  printer.  The  chief  of  the 
bureau  must  hold  himself  responsible  for  the  in- 
formation contained  in  the  manuscript.  The  summary 
of  reasons  will  enable  the  director  of  information 
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to  give  more  intelligent  consideration  to  manu- 
scripts. Fnen  there  are  unreconciled  differences 
of  opinion  among  bureaus  regarding  the  scientific 
soundness  of  the  work  discussed,  or  the  proper 
interpretation  or  application  of  the  same  in  agri- 
cultural practice,  such  manuscripts  shall  he  re- 
ferred to  a committee  appointed  for  the  purpose 
hy  the  Secretary.  Differences  of  opinion  involv- 
ing contents  of  the  manuscript  or  editorial 
matters  will  he  decided  hy  the  director  of  in- 
formation. 

The  Style  Book  of  the  Government  Printing 
Office  is  the  standard  for  all  branches  of  the 
Government  and  should  he  followed  in  the  Depart- 
ment. 


133^ • Illustrations.-  Only  illustrations 
that  are  germane  to  the  text  will  he  used.  To 
prevent  duplication  of  work  illustrations  to  accom- 
pany manuscripts  should  not  he  submitted  hy  the 
bureaus  to  the  section  of  illustrations  of  the 
division  of  publications,  for  final  preparation. 
They  should  first  he  editorially  reviewed  in  the 
division  of  publications. 

All  finished  lettering  should  then  he  done 
in  the  section  of  illustrations  unless  the  bureau 
can  do  it  properly.  All  photographs  should  he 
submitted  to  the  Office  of  Information  unmounted. 

On  the  hack  of  each  illustration  there  should  he 
given  the  plate  or  figure  number  and  title  of 
the  accompanying  manuscript.  Enclosed  with  the 
illustrations  there  should  he  a sheet  containing 
a typewritten  list  of  all  the  legends.  In  addi- 
tion the  legends  for  text  figures  should  he  in- 
serted at  those  places  in  the  text  where  the  il- 
lustrations are  to  appear. 

Every  precaution  should  he  taken  in  handling 
all  kinds  of  illustrations.  It  is  particularly 
important  that  charts,  graphs,  and  colored  il- 
lustrations shall  he  correct  in  every  detail  when 
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submitted.  The  various  figares  appearing  in  the 
illustrations  should  he  shown  in  correct  propor- 
tion and  relation;  in  colored  illustrations  the 
colors  should  he  correct  and  the  legends  should 
properly  describe  the  subject  matter  of  the  il- 
lustrations. 

When  submitting  a manuscript  that  includes 
illustrations,  each  bureau  chief  will  certify  in 
writing  to  the  Secretary  that  he  has  examined 
the  illustrations  and  that  they  are  necessary  and 
relate  entirely  to  the  public  business. 

1335 • Covers  for  Publications.-  Excepting 
such  publications  as  may  be  considered  to  be 
ephemeral  in  nature,  those  of  4S  pages  or  over 
shall  carry  covers  of  heavier  stock.  If,  in  the 
opinion  of  the  chief  of  the  bureau,  any  publica- 
tion of  less  than  4S  pages  deserves  a cover  for 
some  special  reason,  the  matter  should  be  pre- 
sented to  the  director  of  information  for  decision, 

1336.  Material  for  Outside  Publication  or  for 
Addresses.-  Subject  to  the  limitations  upon  the 
performance  of  outside  work  prescribed  in  the 
section  on  Conduct  (Paragraph  154B),  and  to  such 
restrictions  and  regulations  as  bureau  chiefs 
may  prescribe  for  members  of  the  bureaus  under 
their  jurisdiction,  employees  of  the  Department 
may  prepare  articles  and  text  books  for  publica- 
tion and  may  deliver  addresses  to  radio  (Para- 
graph 1231)  or  other  audiences. 

If  the  material  treats  in  any  way  of  the 
policies  of  the  Department  or  the  work  of  other 
bureaus  or  departments,  it  must  be  submitted  by 
the  chief  of  the  originating  bureau  to  the  di- 
rector of  information  for  approval  before  it  is 
offered  for  publication  or  the  address  is  deliv- 
ered. 
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One  copy  of  each  article  or  written  address 
hearing  upon  the  work  of  the  Department  and  pre- 
pared for  outside  publication  or  delivery  should 
he  sent  to  the  Office  of  Information  for  refer- 
ence at  least  10  days  in  advance  of  the  date  of 
publication  or  delivery.  Where  it  is  impossible 
to  abide  by  this  ruling  the  Office  of  Information 
should  be  notified  of  the  circumstances  so  that 
provisions  may  be  made  to  give  special  attention 
to  the  paper  when  it  arrives.  When  no  formal 
manuscript  is  prepared  an  abstract  or  outline  of 
the  talk  should  be  sent  to  the  Office  of  Informa- 
tion under  the  conditions  mentioned  above. 
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ll4l.  CorrectionB  and  Alterations  in  Proof.- 
Every  effort  mast  Le  made  to  reduce  to  a mininnim 
the  charge  against  the  printing  fund  due  to  au- 
thors’ corrections  and  alterations  in  galley  and 
page  proofs.  The  necessity  for  alterations  in 
proof  would  he  practically  avoided  if  all  manu- 
scripts or  copy  were  carefully  prepared,  edited, 
revised, or  otherwise  perfected  before  submission 
for  printing.  Only  such  changes  as  are  absolute- 
ly necessary  should  be  made  in  the  proof.  When  a 
manuscript  has  advanced  to  galley  or  page  proof, 
it  is  too  late  to  undertake  to  improve  the  lan- 
guage, form  of  expression,  capitalization,  para- 
graphing, etc. 

1^42. Requests  for  Reprint s of  Publications.- 
All  requests  for  reprints  of  Department  publica- 
tions should  be  submitted  to  the  director  of  in- 
formation with  a memorandum  signed  by  the  chief 
of  the  bureau,  showing 

(1)  the  circumstances  indicating  the  pres- 
ent need  for  additional  copies; 

(2)  that  the  material  is  reasonably  up  to 
date  and  requires  no  revision; 

(3)  that  the  same  material  has  not  been 
incorporated  in  a later  publication. 

Ordinarily  the  bureaus  will  initiate  action 
for  reprints  of  technical  material  and  the  divi- 
sion of  publications  will  initiate  action  for  re- 
ptings  of  farmers'  bialletins  and  leaflets.  (1972) 

1343*  Numbering  and  Changes  in  Revisions  and 
Reprints.-  When  a bulletin  or  circular  is  to  be 
reprinted  without  change  or  modification  of  text, 
tte  re  will  be  no  change  in  title, number  or  date. 
Corrections  of  typographical  errors,  the  substitu- 
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Editing  of  Pul)  li  cat  ions 


tion  of  a new  title  page  in  a farmers*  Irulletin 
or  leaflet  and  the  addition  of  the  ’^Organisation 
List  of  the  Department”  may  he  made  and  will  not 
he  considered  as  a revision. 

When  changes  consist  singly  in  bringing  the 
information  up  to  date  and  when  the  text  matter 
remains  practically  the  same,  the  old  number  and 
title  shoTild  he  retained.  A footnote  should  call 
attention  to  the  fact  that  the  publication  is 
’’Revised I9 or  ’’Slightly  re- 
vised   19 5”  depending  on  the 

extent  of  the  revision. 

When  a fundamental  or  material  change  is 
made  in  text  or  the  publication  is  rewritten, 
a new  title  and  number  should  be  assigned.  A 
suitable  statement  should  explain  that  it  ’Super- 
sedes” the  publication  which  it  replaces. 

In  transmitting  manuscripts  for  revised  or 
rewritten  bulletins  or  circulars  to  the  director 
of  information,  bureau  chiefs  should  suggest 
whether  the  publication  should  carry  the  old 
title  and  number,  or  a new  title  and  number, 

1344.  Reference  in  Department  Pub licefet ions 
to  Commercial  Institutions  or  Private  Eba.ter- 
prises  Prohibited.-  Generally  it  is  contrary  to 
the  policy  of  the  Department  to  refer  by  name 
in  any  of  its  publications  to  commercial  insti- 
tutions, commercial  products,  or  private  enter- 
prises. The  purpose  of  this  policy  is  to  avoid 
the  use  of  the  Department  as  a medium  for  adver- 
tising. To  this  end,  and  in  order  to  avoid  any 
complications  that  later  might  arise,  when  any 
branch  of  the  Department  enters  into  cooperation 
with  such  an  institution  or  enterprise  it  should 
be  explicitly  understood  at  the  time  the  work  is 
commenced  that  no  reference  will  be  made  by  name 
or  otherwise  to  the  cooperating  institution  or 
enterprise, or  to  any  individual  connected  there- 
with, in  anything  published  by  the  Department. 
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Editing  of  Publications 


1345 . Editorial  Committee  of  the  Journal  of  Agricul- 
tural Research,-  The  approval  of  manuscripts  for  publica- 
tion in  the  Journal  of  Agricultural  Research  is  vested  in 
a joint  committee  appointed  by  the  Secretary  and  the 
Association  of  Land  Grant  Colleges  and  Universities.  The 
editorial  supervision  of  Joiamal  manuscripts  is  performed 
by  the  office  of  information. 

1346.  Purchase  of  Reprints  from  Outside  Publications. - 
1?hen  recommended  by  a chief  of  bureau  and  approved  by  the 
director  of  information  the  Departmental  appropriation 

for  printing  and  binding  may  be  used  to  purchase  separate 
reprints  of  scientific  and  technical  articles  prepared  by 
employees  in  their  official  capacity  and  published  in 
periodicals  and  journals. 

Such  purchases  shall  be  restricted  to  separates  of 
general  interest  and  definitely  necessary  to  the  bureau 
concerned  in  carrying  forward  its  projects  or  in  answering 
correspondence.  It  should  rarely  be  necessary  to  pur- 
chase more  than  200  copies  of  a single  separate. 

The  cost  of  separates  purchased  will  be  charged 
against  the  printing  allotment  of  the  bureau  concerned. 

The  Department  will  not  pay  for  composition  costs,  but 
will  pay  the  cost  of  running  a separate  off  the  press 
after  the  article  has  been  set  in  type  for  incorporation 
in  a journal.  The  printing  funds  of  the  Department  may  not 
be  used  to  purchase  covers  for  separates.  Separates  pur- 
chased by  the  Department  must  not  be  mailed  with  "Author’s 
Compliments."  They  may  be  mailed  under  frank  only  idien 
they  bear  a stamp  on  the  face  reading  essentially  as  fol- 
lows j-  "Purchased  by  the  United  States  Department  of  Agri- 
culture for  official  use."  If  a separate  is  mailed  as  an 
enclosure  with  an  official  letter,  such  separate  need  not 
be  stamped. 

In  rare  cases,  a proper  appropriation  of  the  bureau 
concerned  may  be  used,  with  the  prior  approval  of  the 
director  of  information,  to  purchase  reprints  of,  articles 
prepared  by  private  individuals,  or  by  Government  em- 
ployees as  private  ind'ividuals  and  not  officially,  so 
that  the  Government  has  no  proprietary  interest  therein 
and  no  control  over  the  right  of  publication;  provided, 
that  the  articles  are  already  published  when  the  deter- 
mination or  agreement  to  purchase  reprints  is  made  and 
also  that  the  articles  have  been  prepared  without  any  un- 
derstanding, promise,  or  suggestion  that  such  a purchase 
would  be  made. 


DEPARTMENT  OF  AGRICDLTORE 


WASHINGTON 


January  14,  1939 
AMENDMENT  TO  THE  REGtJLATIONS 


Amendment  No.  83. 


There  appears  on  the  reverse  side  of  this  sheet  a re- 
vision of  regulations  1345  and  134^,  entitled  "Editorial 
Committee  of  the  Journal  of  Agricultural  Research,"  and 
"Purchase  of  Reprints  from  Outside  Publications,"  respec- 
tively. 

The  revision  of  regulation  1345  consists  of  a re- 
arrangement of  the  text  onlyi  no  change  in  the  purport  of 
the  regulation  is  involved.  The  revision  of  regulation 
1346  consists  of  the  inclusion  of  a statement  relative 
to  the  purchase  of  reprints  of  articles  prepared  by  other 
than  Government  employees. 

The  provisions  of  the  regulations,  as  revised,  are 
promulgated  effective  immediately. 

Inasmuch  as  ttie  titles  of  the  regulations  are  in- 
cluded in  the  Table  of  C5ontents  and  appropriate  iteiyi 
appear  in  the  Index,  no  changes  in  these  sections  are 
necessary. 

OL  c\JLJ^q^ 


Secretary 


PRINTING  OP  PUBLICATIONS 


1351«  Matters  Relating  to  Printing,-  All 
matters  pertaining  to  style  of  type,  headings, 
and  paper  for  Department  publications  shall  he 
decided  hy  the  director  of  information  in  con- 
ference with  officials  of  the  Government  Print- 
ing  Office.  (1993»  19S9) 

1352 • Department  Decisions  on  Typ ogr aphi cal 
Style,-  The  director  of  information,  after  consi- 
deration of  siaggestions  hy  interested  specialists, 
will  establish  uniform  practice  in  typographical 
style  in  Department  publications  involving  such 
matters  as  the  use  and  spelling  of  words  and 
terms,  abbreviation,  capitalization,  hyphenation, 
and  punctuation.  In  those  cases  in  which  good 
usage  seems  to  favor  forms  different  from  those 
authorized  by  the  Style  Manual  of  the  Govermsnt 
Printing  Office,  the  director  of  information  will 
confer  with  the  Public  Printer  regarding  the  of- 
ficial adoption  of  such  forms.  Announcement  will 
then  be  made  of  those  forms  that  have  been  offi- 
cially accepted, 

1353 • Printing  Requisitions,-  The  director 
of  information  will  make  and  sign  all  reqaisltions 
on  the  Public  Printer  for  printing  and  will  con- 
suct  all  negotiations  with  the  Public  Printer  re- 
garding all  forms  of  Department  printing.  Ho 
communication  or  papers  pertaining  to  work  charge- 
able to  the  printing  fund  will  be  recognized  by 
the  Government  Printing  Office  officials  unless 
they  bear  the  stamp  of  the  Office  of  Information, 

135^#  Rush  Orders  for  Printing  of  Forms 
The  quantity  of  blank  forms  and  other  necessary 
printed  material  on  hand  should  be  maintained 
uniformly  so  as  to  avoid  the  necessity  for  sub- 
mitting rush  orders  for  printing,  A period  of 
at  least  3 months  should  be  allowed  for  the  de- 
livery of  stock  forms. 
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Printing  of  Publications 


The  submission  of  requisitions  for  printing 
involving  payment  of  the  20  percent  additional 
charge  for  rush  work  is  a serious  and  costly 
affair,  deranging  the  plans  of  the  G-ovemment 
Printing  Office  and  making  impossible  the  orderly 
handling  of  the  great  volume  of  printing  work# 

All  printing  requisitions  involving  the  pay- 
ment of  the  20  percent  additional  charge  shall 
be  accompanied  by  a full  explanation  as  to  the 
cause  and  necessity  for  the  rush  work.  The  Of- 
fice of  Information  will  approve  the  20  percent 
additional  charge  for  rush  printing  only  to  meet 
most  urgent  situations# 

1355®  yield  Printing#-  The  Joint  Committee 
on  Printing  of  the  Congress  annually  authorizes 
the  Department  to  do  such  field  printing  as  may 
be  urgent  or  necessary  elsewhere  than  in  the 
District  of  Columbia,  for  the  exclusive  use  of 
any  field  service  outside  of  the  said  District, 
provided  the  same  is  within  the  limitations  set 
by  the  committee  for  expenditures  for  this  pur- 
pose# 


When  any  bureau  requires  printing  in  the 
field,  under  such  authorization,  a memorandum 
stating  the  necessity  or  urgency  of  the  printing 
and  the  estimated  cost,  shall  be  addressed  to 
the  director  of  information,  who  may,  if  a proper 
charge  against  the  appropriation,  approve  the  same, 
and  notify  the  chief  of  the  bureau  and  the  divi- 
sion of  accounts,  Office  of  the  Secretary,  in 
writing,  of  the  approval# 

When  the  work  is  completed,  a voucher  in 
favor  of  the  firm  doing  the  work,  certified,  ap- 
proved, and  accompanied  by  samples  of  the  work 
shall  be  forwarded  by  the  bureau  to  the  director 
of  information,  who  shall  approve  the  same,  if 
correct,  detach  samples  of  work,  and  forward  it 
to  the  bureau  accounting  service.  Office  of  the 
Secretary,  for  suitable  record  and  transmission 
to  the  Chief  Disbursing  Officer  of  the  Treasury 
Department  for  payment# 
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RB&ULATIONS  OF  THE  U.  S.  DEPASTMiNT  OF  AGRICULTURE 


Printing  of  Publications 


1356.  Duplicated  Material.  (Canceled.  See  Regulation  1381.) 

1357.  Central  Performance  of  Photographic  and  Duplicating  Reproduction 
Work. 

1.  All  Washington  offices  of  the  Department  shall  have  theif  photo- 
graphic and  duplicating  reproduction  work  perforaed  by  the  central 
photographic  and  duplicating  plant,  unless  the  Chief  of  the  Office  of 
Plant  and  Operations  determines  that  an  exception  is  necessary  for  the 
economical  and  effective  operations  of  a bureau. 

2.  The  bureaus  shall  be  billed  for  photographic  and  duplicating 
services  on  the  basis  of  rates  which  shall  include  estimated  or  actual 
charges  for  personal  services,  materials,  equipment  (including  main- 
trance,  repairs,  and  depreciation),  and  other  exprses.  Price  schedules 
shall  be  published  periodically.  (Act  of  July  12,  19h3»  57  Stat.  393)* 

1358.  Orders  on  the  Public  Printer  for  Congressional  and  Other 
Documents. 

1.  The  Department  initiates  periodically  requisitions  on  the  Public 
Printer  for  the  following  publications: 

Agriculture  Appropriation  Bill 
Bills 

Comptroller  General’s  Decisions 
Congressional  Documents 
Congressional  Record 
Daily  Business  Calendars  of  the 
House  and  Senate 
Federal  Budget 

2.  When  ordered  on  a "periodic  requisition"  on  the  Public  Printer  the 
above  publications  are  classified  as  Printing,  or  Printing  and  Binding, 
and  as  such  must  be  charged  to  the  Printing  and  Binding  Appropriation. 

The  "periodic  requisition"  orders  for  the  above  publications  are  the 
consolidated  known  requirenents  of  ths  bureaus  of  the  Deparlaaent  for 
these  publications  and  are  included  at  the  time  of  printing  with  the 
order  of  the  original  requisitioning  agency.  The  Department  is 
charged  only  for  the  costs  of  printing  and  binding.  The  Office  of 
Information  is  responsible  for  the  placing  of  the  Department's 
Aperiodic  requisition"  with  the  Public  Printer. 

3.  Additional  copies  of  the  above  publications  ordered  from  the  Super- 
intendent of  Documents  are  classified  as  Published  Materials.  (See 
Regulation  1918.) 


Hearings 

Official  Register 
Postal  Guide 
Reports 
Slip  Laws 

Standardized  Government 
Travel  Regulations 
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1361.  Supervision  of  Distribution,"  The 
Office  of  Information  shall  manage  the  distribu- 
tion of  publications  of  the  Department,  although 
the  actual  mailing  of  such  publications  will  take 
place  at  the  G-overnment  Printing  Office, 

To  mail  publications  to  an  individual,  a 
request,  approved  by  the  chief  of  the  bureau  or 
person  designated  by  him,  and  accompanied  by  the 
necessary  addressed  frank,  should  be  made  on  the 
Office  of  Information,  This  request  will  be  for- 
warded to  the  office  of  the  Superintendent  of 
Documents,  where  the  publication  will  be  mailed, 

(1977) 

1362,  Preference  in  Distribution,-  In  the 
distribution  of  the  regular  publications  of  the 
Department  (excepting  farmers’  bulletins,  emer- 
gency circulars,  or  circulars  of  general  interest, 
which  are  issued  in  large  editions  and  are  dis- 
tributed by  regular  mailing  lists  and  to  miscel- 
laneous applicants),  preference  should  be  given 
to  libraries,  educational  and  scientific  institu- 
tions, the  press,  exchanges.  State  and  Federal 
officials  connected  with  agriculture,  and  those 
persons  rendering  tangible  service  to  the  De- 
partment, Miscellaneous  applications  will  be 
filled  as  long  as  the  supply  lasts  after  which 
applicants  should  be  informed  that  the  publican 
tions  can  be  obtained  from  the  Superintendent 

of  Documents,  Government  Printing  Office,  Wash- 
ington, D,  C,  at  the  quoted  prices.  In  general 
requests  for  publications  received  from  Members 
of  Congress  should  be  referred  to  the  Office  of 
Information  for  attention.  An  account  of  the 
farmers*  bulletin  allotments  of  each  of  these 
officials  is  kept  in  that  office,  and  it  is  nec- 
essary that  the  publications  furnished  to  them 
be  charged  against  their  accounts.  If  occasion- 
ally a bureau  furnishes  bulletins  to  Members  of 
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Congress,  the  Office  of  Information  should  he 
notified  promptly  so  that  the  proper  charge  may 
he  made  against  the  Congressional  allotment. 

No  private  individual  or  corporation  will 
he  sent  more  than  50  copies  of  any  one  publica- 
tion, except  on  approval  of  the  Joint  Committee 
on  Printing.  (See  Regulations  of  the  Joint  Com- 
mittee on  Printing.) 

1363.  Complimentary  Notice.-  No  official 
publication  of  any  kind  shall  contain  any  notice 
that  it  is  sent  ’’with  the  compliments”  of  an  of- 
ficaer  of  the  Government,  or  with  any  special  no- 
tice that  it  is  so  furnished,  hut  an  acknowledge- 
ment of  its  receipt  may  he  req_uested,  (1995) 

1364.  Distribution  of  Periodicals.-  The 
free  distribution  of  periodical  publications  will 
in  general  he  limited  to  the  following  groups: 

(a)  libraries;  (h)  the  press;  (c)  Department  em- 
ployees; (d)  cooperators;  (e)  collaborators;  (f) 
workers  in  agricultural  colleges  and  experiment 
stations;  and  (g)  agricultural  associations. 

No  name  will  be  placed  upon  the  mailing 
list  for  any  periodical  except  upon  specific  re- 
quest of  the  person  or  institution  desiring  it 
and  the  approval  of  the  issuing  bureau  and  the 
Office  of  Information.  Others  may  purchase  these 
publications  by  subscription  from  the  Superinin- 
tendent  of  Documents,  Government  Printing  Office. 

(1976) 


1365 • Distribution  of  Service  and  Regula- 
tory Announcement  s .-  The  number  of  persons  car- 
ried on  the  mailing  list  to  receive  copies  of 
announcements  free  should  be  reduced  to  the  least 
possible,  or  legal  minimum,  and,  as  far  as  prac- 
ticable, not  more  than  one  copy  should  be  sent 
to  any  individual.  The  Superintendent  of  Docu- 
ments establishes  a subscription  price  for  these 
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anno-uncements,  single  nninTDer  and  Dound  volumes, 
in  order  to  cupply  any  demand  "beyond  that  covered 
hy  the  free  distribution. 

1366.  Distribution  of  the  J oumal  of  Agricul- 
tural Research  and  Its  Separates.-  The  free  dis- 
tribution of  the  Journal  is  confined  to  agricul- 
tural colleges,  technical  schools,  experiment  sta- 
tions, libraries  or  large  universities,  G-ovemment 
depositories,  and  such  institutions  as  make  suit- 
able exchanges  with  the  Department.  No  copies 
are  available  for  free  distribution  to  individuals. 

Separates  of  the  different  papers  appearing 
in  the  Journal  are  usually  available  for  distribu- 
tion within  a short  time  after  the  number  of  the 
Journal  containing  the  articles  is  issued.  If  the 
separates  are  ordered  at  the  time  of  publication, 
they  may  be  purchased  either  singly  or  in  bulk 
from  the  Superintendent  of  Documents.  After  they 
are  issued,  no  further  reprints  of  the  separates 
are  made,  unless  the  expense  of  so  doing  seems 
fully  justified.  Mailing  lists  of  individuals 
and  institutions  interested  in  the  various  special 
lines  of  agricultural  research  are  maintained  in 
order  that  effective  distribution  of  the  Journal 
separates  may  be  made. 
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1371.  Mailing  Usts 

1,  * Sstabllahment^^d  Maintenance  of  Lists. 

a.  Mailing  lists  In  plate  form  which  are  for  the  use  of  bureaus  In 
Washington,  whether  for  distribution  of  publications  or  for  admin- 
istrative or  other  purposes,  may  be  established,  consolidated,  or 
abolished  only  with  the  approval  of  the  Director  of  Information. 
Unless  an  exception  is  authorized  by  him,  all  additions,  removals, 
and  changes  of  plates  in  such  lists  shall  be  made  throu^  the 
Office  of  Information,  which  will  maintain  a coneolldated  index 
of  names  on  the  lists. 

b.  Sach  bureau  shall  keep  its  mailing  lists  strictly  current.  Un- 
less in  particular  cases  a longer  period  Is  justified  and  Is 
approved  by  the  Director  of  Information,  or  unless  a different 
period  is  fixed  by  law,  each  bureau  shall  at  least  once  each  year 
ascertain  from  each  person  or  organization  on  its  mailing  lists 
whether  or  not  the  publication  or  other  material  in  question  is 
still  required  and,  if  so  and  if  more  than  one  copy  is  sent, 
whether  the  quantity  can  be  reduced.  Sach  bureau  shall  report 

to  the  Director  of  Information  the  fact  that  this  canvass  has 
been  completed.  * 

2.  Use  of  Mailing  Lists.  The  mailing  lists  of  the  Department 
are  compiled  for  official  use  only.  No  copy  of  any  such  list 
shall  be  furnished  on  franks,  envelopes,  or  otherwise  for  the  use 
of  any  individual,  firm,  or  organization.  The  Crop  Reporter  lists 
of  the  Department  shall  not  be  used  for  any  purpose  except  crop 
reporting  without  specific  approval  of  the  Secretary.  (1976) 

1372.  * ftcohange  of  Publications  * 

1.  * Exchanges  to  be  Arranged  by  the  Librarian.  In  order  that 
exchanges  may  be  arranged  with  maximum  advantage  to  the  Department 
as  a whole  and  the  Library  collection  may  be  strengthened,  all 
agreements  for  exchange  of  publications  shall  be  made  by  the 
Department  Librarian.  He  may  at  any  time  initiate  negotiations 
for  the  institution  or  revision  of  exchange  agreements,  and  for 
this  purpose  shall  have  access  to  all  mailing  lists,  wherever 
located.  Requests  received  by  bureaus  for  exchange  of  publica- 

^ tlons  shall  be  referred  to  the  Department  Librarian.  All  publi- 
cations sent  to  the  Department  on  exchange  will  be  addressed  to 
the  library.  * 

2.  * Changes  in  Mailing  Lists.  Upon  the  request  of  the  Depart- 
ment Librarian,  such  changes  shall  be  made  in  mailing  lists  as 
are  required  by  the  initiation,  revision,  or  termination  of 
exohaoige  agreements.  * 

3.  * Foreign  Bxehange  Agreements  Required.  No  printed  or  proc- 
essed publications  issued  by  the  Department  or  any  bureau  shall  be 
sent  regularly  to  any  foreign  government,  organization,  or  indivi- 
dual, unless  exchange  aigreements  have  been  made  or  an  exception 
has  been  authorized  by  the  Department  Librarian.  * 

4.  * Postage.  Postage, charges  for  Department  publications  mailed 
under  exchange  agreements  will  be  paid'  frbm  the  appropriation  for 
the  Department  Library.  * 
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1373.  * Foreign  Requests  for  Publieationa  * 

1.  * Unless  they  ccaae  within  the  prorislons  of  Regulation  1372, 
foreign  requests  for  publications  will  be  handled  by  the  bureaus 
concerned.  If  the  Department  is  under  obligation  to  honor  the 
request,  the  material  will  be  sent  free  of  charge.  Otherwise  the 
request  will  be  referred  to  the  Superintendent  of  Documents  through 
the  Office  of  Information.  * 

2.  * Requests  from  the  Department  of  State  for  publications  to  be 
sent  to  foreign  countries  and  requests  from  representatlres  of 
foreign  countries  in  the  United  States  will  be  cleared  with  the 
Office  of  Foreign  Agricultural  Relations  and,  if  the  provisions 

of  Regulation  1372  are  applicable,  with  the  Department  librarian, 
before  action  is  taken  by  the  Office  of  Information*  * 

1374.  ♦ Mailings  ♦ 

1*  * In  submitting  manuscripts  for  publication,  chiefs  of  bureaus 

shall  recommend  to  the  Director  of  Information  the  mailing  lists  to 
be  used  in  distributing  the  material.  The  Director  of  Information 
shall  determine  what  mailings  shall  be  made  and  shall  issue  mailing 
instructions  to  the  Gorernment  Printing  Office.  Rather  than  author- 
izing the  mailing  of  the  publications, ^e  may  instruct  the  Government 
Printing  Office  to  mail  announcements  indicating  that  the  publica- 
tions are  obtainable,  either  free  or  by  purchase  from  the  Superin- 
tendent of  Documents.  * 

2.  * In  the  case  of  new  publications  or  thoroughly  revised  editions, 

200  copies  wil'  be  sent  to  the  Issuing  bureau  and  150  copies  to  the 
Office  of  Information.  When  reprints  or  slight  revisions  of  Farmers* 
Bulletins  or  Leaflets  are  ordered,  100  copies  will  be  sent  to  the 
Issuing  bureau  and  150  copies  to  the  Office  of  Infozmation.  ▲ 
limited  supply  of  publications  will  be  kept  in  stock  by  the  Office 
of  Information  for  the  use  of  bureaus,  but  not  for  mailing  except 
when  necessary  in  connection  with  correspondence  in  reply  to  requests 
for  information.  * 

1375.  Bxohanges  Received.  * (Canceled.  See  Regulation  1372.)  ♦ 

1376.  * Use  of  International  Sxchange.  Smithsonian  Institution. 

If  speedy  delivery  is  not  essential,  publications  which  are  to  be 
sent  to  foreign  countries  and  which  are  too  bulky  to  be  sent  undw 
postage  shall  be  forwarded  by  means  of  the  International  gzohange 
through  the  anlthsonian  Institution.  * 
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♦ 1381*  Duplicated  Material  for  Distribution  to  the  Public. 

!•  "Duplicated  material,"  as  used  in  this  regulation,  means  all  mimeo- 
graphed, multilithed,  dittoed,  and  other  mechanically  duplicated 
material,  except  printed  material,  for  distribution  to  the  public  gener- 
ally or  to  State  or  county  Extension  workers.  Agricultural  Conservation 
comittees.  Soil  Conservation  District  boards,  REA  cooperatives,  or 
similar  groups  idiich  cooperate  in  Department  programs* 

2*  Chiefs  of  bureaus  are  responsible  for  seeing  that  all  duplicated 
material  is  properly  reviewed  before  it  is  duplicated  and  that  it  is 
limited,  both  in  length  and  in  number  of  copies,  to  that  necessary  to 
carry  on  the  work  of  the  Department  effectively,  consistent  with  the 
wise  expenditure  and  economical  use  of  public  funds. 

3*  The  chief  of  each  bureau  shall  designate  an  information  officer 
in  Washington  and  a qualified  official  in  each  field  office  idiich 
issues  duplicated  materia,  who  shall,  subject  to  the  direction  of 
the  chief  of  the  bureau  or  other  designated  bureau  official,  (l)  re- 
view all  such  material,  prior  to  d\jplication,  from  the  standpoint  of 
public  information  and  Departmental  policy,  and  (2)  review  the  dis- 
tribution to  be  made  of  such  material  in  order  to  see  that  distribution 
is  limited  to  the  minimum  essential*  The  names  of  all  persons  so 
designated  and  all  subsequent  changes  in  designations  shall  be  reported 
to  the  Director  of  Information. 

U*  Duplicated  material  idiich  may  involve  questions  of  Department  policy 
or  idiich  involves  the  work  of,  or  may  be  appropriate  for  public  distribu- 
tion by,  other  Departments,  agencies,  or  bureaus  shall  be  submitted  to 
the  Director  of  Information  for  approval  prior  to  issue*  The  Director 
of  Information  will  ascertain  whether  other  bureaus,  agencies,  or  De- 
partments wish  to  make  public  distribution  of  such  material* 

5.  No  new  duplicated  periodicals  shall  be  established  without  the 
approval  of  the  Director  of  Information* 

6.  The  Director  of  Information  shall  be  responsible  for  making  such 
reviews  of  duplicated  material  and  the  distribution  thereof  as  may  be 
necessary  to  insure  that  the  provisions  of  this  regulation  are  being 
carried  out.  He  may  require  that  certain  material  or  types  of  material 
be  discontinued  or  limited  in  distribution.  ♦ 


Approved  6-U-U7  (Amendment  2h$) 


UNITED  STATES  DEPAREMENT  OF  AGRICULTOIB 
Office  of  the  Seeretaxy 
lashington  25  > D.  C. 


August  n,  1948 


AMENQCSNT  NO.  ZIZ  TO  THE  REGUUTKXiS  OF  T!m  DEPARQIEIIT 


The  attached  revision  of  Regulation  1412  obanges  the  regulation 
as  previously  In  effect  by  removing  the  prohibition  against  Il- 
lustrations In  annual  bureau  chiefs'  reports*  The  language  of 
the  regulation  as  revised  conforms  to  the  lav  which  reads  in 
part:  "No  part  of  the  appropriations  made  for  printing  and  bind- 

ing shall  be  used  for  any  Illustration^  engraving^  or  i^otogra;^ 

• • • In  any  document  or  report  of  any  executive  department  . • • 
until  the  head  of  the  executive  department  shall  certify’  • • • 
that  the  Illustration  Is  necessary  and  relates  entirely  to  the 
public  business." 

Illustrations  of  a technical  or  scientific  nature  may  be  con- 
sidered vhen  essential  to  complete  a report* 
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IKETED  states  D£PAK!D2ENT  of  acsicixltube 
Office  of  the  Se 
Washington  25, 


September  6,  1946 


AUENOWT  NO.  224  TO  OHS  REGULATIONS  OF  IHE  DEPARTMENT 

Cancellation  of  Regulation  1414.  Reports  of 
Condition  of  Work 


In  view  of  the  repeal,  in  Public  Law  615,  approved  August  7,  1946, 
of  the  requirement  for.  quarterly  reports  on  work  that  may  be  in 
arrears.  Regulation  1414,  which  required  such  reports  from  each 
bureau.  Is  hereby  canceled.  Although  the  formal  quarterly  re- 
ports are  no  longer  required,  bi^au  chiefs  should  Inform  the 
Office  of  the  Secretary  In  the  event  any  serious  backlogs  of  im- 
portant work  develop  in  the  future  for  vrtilch  effective  remedial 
measures  can  not  be  provided. 


Acting  Secretary 


Remove: 


Page  1411  (revised  8-17-45) 


Insert: 

Page  1411  (revised  9-6-46) 
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REGUIATIQIB  OF  THE  U.  S,  DEPARTMENT  OF  AC51I CULTURE 


Reports  of  Accompli sbments 


1411,  Annufll  Report  of  the  Secretary,  The  Secretary  shall  make 
such  reports,  In  such  manner,  and  at  such  times  as  may  be  required 
by  law. 

The  act  of  Jime  20,  1936,  49  Stat,  1545,  provides  that  the  appro- 
priations made  for  printing  eind  binding  shall  not  be  used  for  any 
fttmufli  report  or  the  accompanying  documents  unless  the  manuscript 
and  proof  therefor  Is  furnished  to  the  Public  Printer  In  the  follow- 
ing manner:  Manuscript  of  the  docmoents  accompanying  such  annual 

reports  on  or  before  the  1st  day  of  November  of  each  year;  manu- 
script of  the  annual  reports  on  or  before  the  15th  day  of  November 
of  each  year;  complete  revised  proofs  of  the  accompanying  documents 
on  the  1st  day  of  December  of  each  year  and  of  the  annual  reports 
on  the  10th  day  of  December  of  each  year;  and  all  of  said  annual 
reports  and  accompanying  docxanents  shall  be  printed,  made  public, 
and  available  for  distribution  not  later  than  within  the  first 
five  days  after  the  assembling  of  each  regular  session  of  Congress, 

1412,  Annual  Reports  of  Chiefs  of  Bureaus.  Each  chief  of  bureau 
shall  make  an  annual  r^ort  of  the  work  performed  in  his  bureau 
and  the  results  accomplished  during  the  preceding  fiscal  year. 

The  report  should  be  as  brief  as  the  subject  matter  and  the  re- 
quirements for  economical  printing  will  permit.  The  language  used 
must  not  be  too  technical  for  the  general  reader.  No  engravings, 
maps,  drawings,  or  other  illustrations  may  be  used  unless  they  are 
necessary  and  relate  entirely  to  the  transaction  of  the  public 
business.  Manuscripts  of  all  reports  should  be  submitted  to  the 
Secretary  not  later  than  September  15,  Those  which  he  determines 
may  be  printed  will  be  editorially  revievred  in  the  Office  of 
Information  where  the  length  of  manuscript  and  the  number  and  char- 
acter of  illustrations  to  be  included  will  be  subject  to  approval 
by  the  Director  of  Information,  (Also  see  Regulations  1411  and 
1433) 

1413,  Canceled,  February  3,  1945, 

1414,  * Canceled,  ^ 


Revised  9-6-46  (Amendment  224) 
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PROJECT  REPORTS 


'1421,  Uniform  Project  System,-  To  promote 
the  effective  coordination  of  the  activities  of 
the  Department,  to  aid  in  precluding  unnecessary- 
duplication,  and  in  order  that  the  Secretary  may 
he  kept  fully  informed  at  all  times  regarding  the 
work  being  carried  on,  each  bureau  and  office  of 
the  Department  shall  file  with  the  Office  of  the 
Secretary  uniform  project  statements  covering  in 
detail  the  work  under  its  jurisdiction.  These 
statements  will  be  prepared  in  accordance  with 
the  manual  of  instructions,  as  issued  by  the  De- 
partment and  as  supplemented  from  time  to  time. 
They  shall  be  kept  current  and  shall  be  supple- 
mented by  ann-ual  and  other  reports  as  specified 
in  the  manual  of  instructions.  The  permanent 
record  file  of  the  project  statements  of  all 
bureaus  and  offices  shall  be  kept  in  the  office 
of  budget  and  finance.  Each  bureau  also  shall 
maintain  at  least  one  complete  and  current  file 
of  its  uniform  projects.  Bureau  chiefs  are  re- 
quired to  see  that  there  are  filed  in  some  readi- 
ly accessible  place  sufficient  data  regarding 
each  project  under  their  supervision  to  enable 
them  to  furnish,  whenever  called  upon,  adequate 
information  regarding  its  status  and  progress. 

The  uniform  project  system  will  form  the  basis 
of  the  Department  * s program  of  work,  and  the  an- 
nual budget  estimates  of  the  Department  will  be 
prepared  on  the  basis  of  these  projects.  The 
file  of  projects  of  all  bureaus  and  offices  main- 
tained in  the  office  of  budget  and  finance  will 
be  freely  available  for  general  reference.  In 
furtherance  of  the  policy  of  coordination,  the 
Department  encourages  the  use  of  the  Project  Sys- 
tem, for  reference  purposes,  by  administrative 
officers  and  research  workers  of  the  various  bu- 
reaus so  that  they  may  be  familiar  at  all  times 
with  the  work  of  the  entire  Department,  especial- 
ly of  bureaus  and  offices  working  in  the  same  or 
closely  related  fields© 
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U1«TED  STATES  DEPARTL!ENT  OF  AGRICULTURE 
Office  of  the  Secretary 
'i'yashington 


October  l6,  1942 


AN^ENa^ENT  NO.  152  TO  THE  RSCULATIONS  OF  THE  DEPARTh!SNT 


The  attached  revision  of  Regulation  1423,  the  title  of  -which  has 
been  changed  to  "Federal  Legislation,"  is  effective  immediately. 

The  purpose  of  this  re-vision  is  to  pro-vide  a more  comprehensive 
treatment  of  the  subject  and  reflect  current  practice. 


Under  Secretary 


Table  of  Contents 


■Change: 

142'3  from  "Ne-w  Legislation" 
to  "Federal  Legislation" 


Index 


Add: 

Legislation,  assistance  in  drafting — 1423 

Legislation,  influencing 1423 

Testimony  before  Congressional  Committees  -----  1423 


r>. 


Project  Reports 


1422.  New  Work.  A bureau  or  office  contemplating  any  new  work  not 
adequately  described  in  a previously .approved  current  uniform  project 
shall  submit  a new  or  an  amended  project  covering  such  work,  through 
the  Office  of  Budget  and  Finance,  for  advance  approval  of  the  Secre- 
tary and  for  sutmiission,  when  necessary,  of  a report  to  the  Bureau  of 
the  Budget  pursuant  to  Budget  Circulars  No.  77  and  No.  337.  The  pro- 
posed new  work  shall  be  submitted  in  writing  either  as  (1)  a new  fi- 
nancial project;  (2)  a new  work  project;  or  (3)  as  additional  work 
proposed  under  an  existing  financial  or  work  project.  New  financial 
and  work  projects  shall  be  submitted  on  the  appropriate  project  forms. 
The  information  on  new  work  submitted  under  any  of  the  three  above- 
mentioned  categories  should  state  (a)  the  perspective,  object,  and 
plan  of  the  work;  (b)  an  estimate  of  the  cost  thereof  for  the  fiscal 
year  in  Tshich  the  work  is  begun  and  of  the  probable  total  cost;  (c) 
the  probable  number  of  persons  to  be  employed  thereupon  during  the 
fiscal  year  in  -which  the  work  is  begun  and  an  estimate  of  their 
salaries;  (d)  -r^iether  the  project  will  require  an  additional  allot- 
ment of  funds  to  carry  on  the  proposed  new  work,  and  if  so,  the 
source  of  the  funds;  and  (e)  whether  or  not  the  work  is  required  by 
law,  and  if  so,  the  specific  law  or  laws  involved.  These  'data  will 

be  reviewed  to  determine  the  desirability  of  the  undeirtaking  pro- 
posed, its  possible  relation  to  the  work  of  any  other  bureau  or  de- 
partment, and  the  propriety  of  its  being  conducted  as  an  activity  of 
the  Department  of  Agriculture. 

1423.  -BFederal  Legislation.  Existing  policies  and  procedures  to  be 
follo-wed  in  proposing  or  reporting  on  Federal  legislation  have  been 
evolved  over  the  years  out  of  applicable  laws  and  the  requirements 
of  the  Budget  Bureau  and  the  Department.  Those  of  most  general 
applicability  are  summarized  in  this  regulation,  and  presented  in 
detail,  together  with  other  requirements,  in  Budget  and  Finance 
Circular  No.  528,  as  supplemented. 

a.  Reports  on  Bills.  Etc.  Recommendations  or  reports  to  Congress, 
or  committees  or  members  thereof,  with  respect  to  proposed  or  pend- 
ing legislation,  and  requests  for  new  legislation,  must  first  be 
referred  by  the  Department  to  the  Director  of  the  Bureau  of  the 
Budget  for  advice  as  to  the  relationship  of  the  proposed  or  pending 
legislation,  or  of  the  proposed  reports  thereon,  to  the  program  of 
the  Pp^sident;  and  when  such  requests  or  reports  are  thereafter  sub- 
mit^E^d  to  Congress,  or  committees  or  members  thereof,  they  shall 
iifclude  a statement  of  such  advice.  Clearance  by  the  Bureau  of  the 
'Budget  under  this  requirement  is  obtained  by  the  Department  Budget 
Officer,  prior  to  suhnission  to  the  Secre-bary  for  signature . (For 
information  concerning  appropriation  bilii^aGnS"  estimate s see  Regu- 
lation 1431.) 

b.  Testimony  before  Congressional  Commit-tees.  In  order  to  provide 
for  Departmental  coordination  and  information,  members  of  the  De- 
partment -will  ob-tain  clearance,  through  bureau  channels,  from  the 
Secretary’s  Immediate  Office  before  testifying  in  an  official  ca- 
pacity before  Congressional  committees.  If  the  prospective  -witness 
expects  to  be  called  upon  for,  or  intends  to  give,  any  recommenda- 
tion or  expression  of  -vie-ws  with  respect  to  legislation,  clearance 
shall  also  be  obtained,  through  the  Department  Budget  Officer,  from 
the  Bureau  of  the  Budget  pursuant  to  the  requirement  set  forth  above, 
lihen  time  does  not  permit  the  obtaining  of  advance  clearance  by  the 
Bureau  of  the  Budget,  Department  representatives  shall  make  clear  to 


Revised  lO-lb-42 
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1423  (cont.)  the  Congressional  committee  that  their  testimony  does 
not  involve  any  commitment  as  to  the  relationship  of  the  proposed  or 
pending  legislation  to  the  program  of  the  President.  After  the  hear- 
ing or  conference,  the  vdtness  from  the  Department  should  make  a brief 
Trritten  report  (preceded,  where  conditions  indicate,  by  a telephone 
report)  through  bureau  channels,  to  the  Secretary's  Immediate  Office. 

A copy  of  each  such  report  should  also  be  routed  to  the  Office  of 
Budget  and  Finance  for  its  information. 

c.  Assistance  in  Drafting  Legislation.  Members  of  the  Department 
who  are  requested  to  render  drafting  or  similar  expert  technical 
assistance  with  respect  to  legislation  involving  Department  activi- 
ties but  not  involving  the  expression  of  official  views,  shall  notify 
the  Secretary's  Immediate  Office  of  such  request,  as  a matter  of  in- 
formation, before  the  service  is  performed  if  possible.  In  these 
cases,  copies  of  the  drafts  should  be  furnished  to  the  'Office  of 
Budget  and  Finance  for  purposes  of  Departmental  coordination.  Mem- 
bers of  the  Department  shall  explain  that  drafts  of  legislation  sub- 
mitted under  such  conditions  do  not  necessarily  represent  the  offi- 
cial views  of  the  Department,  unless  clearance,  as  provided  in  para- 
graphs a and  b above,  has  been  obtained, 

d.  Influencing  Legislation.  As  provided  by  law,  no  funds  available 

to  the  Department  shall  be  used,  directly  or  indirectly,  to  pay  for  any 
personal  service,  advertisement,  telegram,  telephone,  letter,  printed 
or  written  matter,  or  other  device,  intended  or  designed  to  influence 
in  any  manner  a member  of  Congress,  to  favor  or  oppose,  by  vote  or 
otherwise,  any  legislation  or  appropriation  by  Congress,  whether  be- 
fore or  after  the  introduction  of  any  bill  or  resolution  proposing 
such  legislation  or  appropriation!  but  this  shall  not  prevent  members 
of  the  Department  from  communicating  to  members  of  Congress,  on  the 
request  of  any  member,  or  to  Congress,  through  the  proper  official 
channels,  requests  for  legislation  or  appropriations  which  they  deem 
necessary  for  the  efficient  conduct  of  the  Department's  business. 
(1280)^^ 
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' 

t>  1431  • Budget  Estimates,"  Estimates  of  ap- 
propriations required  for  the  work  of  each  bureau 
shall  he  submitted  by  the  chiefs  thereof  for  con- 
sideration and  action  by  the  Secretary  as  pre- 
scribed by  law  and  by  the  requirements  of  the  De- 
partment, the  Bureau  of  the  Budget  and  the  Con- 


Special  instructions  will  be  issued  by  the 
Bureau  of  the  Budget  and  by  the  Department  ’ s budget 
officer  indicating  the  form  and  detail  in  which 
the  estimates  shall  be  prepared. 

In  preparing  such  estimates  the  chief  of 
each  bureau  should  have  in  mind  at  all  times  the 
need  for  economy  in  G-overnment  expenditures.  Each 
project  should  be  carefully  considered  to  determine 
whether  further  expenditures  are  justified,  whether 
the  project  might  not  be  discontinued  and  the  ap- 
propriation decreased  without  detriment  to  the 
public  interest,  or  whether  the  funds  might  not 
be  transferred  to  more  promising  or  more  urgently 
needed  lines  of  work, 

New  proposals  and -increases  should  be  ex- 
plained in  clear  and  concise  statements  prepared 
in  such  manner  as  readily  to  permit  their  individ- 
ual consideration  and  approval  or  disapproval. 

These  explanatory  notes  should  indicate  clearly 
and  specifically  the  need  for  the  increase  and 
exactly  how  it  is  proposed  to  use  the  additional 
funds  requested;  in  other  words,  show  the  basis 
for  the  recommendation,  including  detail  as  to 
increased  personnel,  travel,  equipment,  or  other 
objects  of  expenditure. 

Items  covering  work  in  fields  in  which  other 
bureaus  of  this  Department  or  of  other  departments 
also  are  working  or  should  be  working  or  for  which 
they  may  also  be  seeking  funds  should  be  coordi- 
nated with  the  estimates  of  such  other  agencies 
prior  to  their  submission  to  the  Secretary, 


Financial  Reports 


It  is  important  that  proposed  new  items  of 
appropriation  or  changes  in  existing  items  he  so 
phrased  as  to  express  in  unequivocal  terms  what 
the  Department  plans  to  do.  Chiefs  of  bureaus 
should  avail  themselves  of  the  services  of  the 
solicitor  to  determine  whether  the  estimates,  if 
adopted  hy  Congress  and  enacted  into  law,  are 
legally  sufficient  to  accomplish  the  intended 
purposes.  (163O,  I636,  I637,  I713,  1714,  1715, 

1716,  1717,  1724) 

1432,  Pinanclal  Statements  for  Congress.- 
All  financial  statements  called  for  from  time  to 
time  hy  Congress  or  any  committee  or  member  there- 
of will  be  handled  through  the  director  of  finance. 

(102,  1635) 

1433 • Annual  Reports  of  Agricultural  Expert- 
ment  Stations  and  Cooperative  Agricultural  Exten- 
sion Work.-  There  shall  be  submitted  to  the  of- 
fice of  the  Secretary  annually,  as  soon  after 
November  1 as  possible,  the  following  reports 
prepared  in  triplicate; 

(a)  By  the  chief  of  the  Office  of  Experiment 
Stations,  a report  of  the  work  and  expenditures  of 
the  agricultural  experiment  stations  in  the  several 
States  and  Territories,  whether  the  appropriation 
of  any  State  or  Territory  has  been  withheld  and, 

if  so,  the  reasons  therefor. 

(b)  By  the  director  of  extension  work,  a re- 
port of  the  receipts,  expenditures,  and  results 
of  the  cooperative  agricultural  extension  work 

of  the  Department  and  of  agricultural  colleges 
in  the  several  States  and  Territories  receiving 
the  benefits  of  the  funds  provided  under  the 
Smith-Lever  Act;  whether  the  appropriation  of 
any  State  or  Territory  has  been  withheld  and,  if 
so,  the  reasons  therefor,  (481,  498,  533) 
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1441.  Crop  and  LlreBtock  npi  Bgporti 

1.  of  .Qim  Raaor^lag  There  shall  be  in  the 

Bureaa  of  A^icoltiaral  Xeonosdoe  a Crop  Eeportia^  Board,  the 
prisary  ftmetion  of  vhloh  shall  be  to  prepare  and  issxie,  as 
prorided  in  para^aph  3 and  elsewhere  in  this  Hegulation,  the 
official  State  and  National  estiaates  and  reports  of  the  Be- 
parteient  relating  to  crop  production,  lirestook  and  lirestock 
products,  nuabers  of  lirestook  on  farms,  stocks  of  agricultural 
commodities,  *local  market  prices,  value  of  farm  products,*  and 
such  other  subjects  as  the  Chief  of  the  Bureau  aa7  direct. 

Among  these  reports  shall  be  the  Monthly  (h*op  Report,  which 
shall  be  issued  on  or  before  the  10th  of  each  month  as  provided 
in  the  JLct  of  March  4,  1909  (36  Stat.  1053,  7 tTSC  411a),  and 
the  Cotton  Report  to  be  issued  on  or  before  the  10th  day  of 
July  and  the  8th  day  of  each  month  from  August  to  Becember,  as 
provided  in  the  Act  of  Nay  3,  1924  (43  8tat,  115,  7 USC  475), 
the  Act  of  April  2,  1924  (43  Stat.  31,  13  USC  72,  75,  76) , and 
the  Act  of  March  3,  1927  (44  Stat,  1373,  7 USC  475)  (528,  566, 
567,  639,  341,  642^ 

2.  pf. 

a.  ffWrrflU-  *The  Head  of  the  Bivision  of  Agrieultttral 
Statistics  shall  be  the  permanent  Chairman  of  the  Board  and 
he  shall  call  and  preside  over  all  meetings  of  the  Board. 

The  Bivieion  Head  shall  issue  the  necessary  instructions 
%rithin  the  Bi vision  for  gathering,  compiling,  and  summarizing 
data  for  the  reports  specified  in  paragraph  3,  and  shall  ap- 
prove the  statistical  teehniq^s  and  procedures  to  be 
followed  by  the  staff  of  the  Bivieion  and  by  the  Board  in 
analyzing,  interpreting,  and  reviewing  the  peirtinent  data  and 
in  preparing  the  official  estimates  for  each  report.* 

'b.  Members.  *The  Head  of  the  Bivision  shall  select  the 
mmsbers  of  the  Board  for  each  report  from  the  staff  of  the 
Bivision.*  For  the  Monthly  Crop  Report  the  Board  shall 
have  not  less  than  five  members  in  addition  to  the  Chalrsian, 
not  less  than  two  of  whom  shall  be  selected  from  the  staff 
in  the  field  offices  of  the  Bivision.  For  the  Cotton  Report 
the  Board  shall  hove  not  less  than  five  members,  of  whom  not 
less  than  three  members  shall  be  supervisory  field  statis- 
ticians ***  located  in  different  sections  of  the  cotton 
growing  States,  experienced  in  estimating  cotton  production 
euad  who  have  first-hand  knowledge  of  the  condition  of  the 
cotton  crop  based  on  recent  field  observations,  and  a major- 
ity of  the  Board  shall  be  familiar  with  the  methods  and 
practices  of  producing  cotton,  as  provided  in  the  Act  of 
May  3,  1924.  For  the  Annual  Cotton  Crop  Summary  in  April, 
the  Annual  Crop  Production  Summary  in  Becember,  the  Vinter 
Vheat  and  Bye  Seedings  Report  as  of  Becember  1,  the 
Prospective  Plantings  Report  as  of  March  1,  the  Annual 
Livestock  Summary  as  of  January  1,  and  the  Pig  Crop  Reports 
as  of  June  1 and  Becember  1,  the  Board  shall  consist  of  not 
less  than  five  members,  of  idiom  not  less  than  two  shall  be 
selected  from  the  staff  of  the  field  offices. 
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e.  Secretary.  The  Board  shall  hare  a penaaent  Secretary,  *vho 
shall  he  selected  froa  the  professional  staff  of  the  Mrlsloa  in 
Vashin^on.*  He  shall  assist  ***  in  preparing;  instractions  and 
forms  for  collecting,  conqpiling,  summarizing,  and  analyzing  sta> 
tistical  information  for  the  xise  of  the  Board,  shall  arrazige  for 
suitable  means  for  transmission  of  instructions,  records,  and  re- 
ports to  and  from  the  field  offices  of  the  Division,  shall  main- 
tain records  of  the  information  assembled  by  the  Division,  in- 
cluding a record  of  the  official  estimates  prepared  by  the  Board, 
and  shall  maintain  a file  of  the  signed  copies  of  Board  reports. 

For  each  report  the  Secretary  shall  assemble  and  collate  informa- 
tion for  the  use  of  the  Board,  issue  proper  notices  of  Board 
meetings,  and  make  necessary  arrangements  for  the  preparation, 
signing,  and  release  of  reports  in  such  manner  and  at  such  times 
as  are  herein  described. 

3.  Rjapp£i£. 

a.  Reports  to  be  Approved  by  the  Secretary.  The  following  Board 
reports  shall  be  signed  by  the  Chairman,  Secretary,  and  members 

of  the  Board,  and  shall  be  approved  by  the  Secretary  of  Agriculture 
before  being  issued  or  publishedt 

Monthly  Crop  Reports,  except  for  February,  March,  and 
December  (see  paragraph  1) 

Cotton  Reports  (see  paragraph  1) 

Annual  Cotton  Crop  Summary  in  April 

Annual  Crop  Production  Summary  in  December 

Winter  Wheat  and  Rye  Seedings  Report  as  of  December  1 

Prospective  Plantings  Report  as  of  Maurch  1 

Aiuiual  Livestock  Summary  as  of  January  1 

Pig  Crop  Reports  as  of  June  1 and  December  1 

b.  Other  Board  Reports.  Such  other  reports  as  are  designated  by 
the  Head  of  the  Division,  with  the  approval  of  the  Chief  of  Bureau, 
shall  be  prepared  and  issued  as  Board  reports.  For  each  such  re- 
port, *the  Head  of  the  Division  shall  select  the  Board  members* 
from  the  staff  of  the  Division  in  such  msuiner  and  in  such  numbers 
as  may  be  deemed  necessary.  Such  reports  shall  be  signed  by  the 
members  of  the  Board  who  prex>ared  them  and  be  approved  by  the 
Chairman  before  being  issxied.  **• 

e.  Annual  Release  Schedule.  On  or  before  the  first  day  of  December 
of  each  year  there  shall  be  prepared  a schedule  for  the  ensuing  year 
setting  forth  dates  amd  hours  of  release  of  all  regular  statistical 
reports  listed  in  paragraph  3a  for  idaich  the  approval  of  the  Seoretaiy 
of  Agricultwe  is  required.  The  schedule  of  reports  shall  bo  effective 
when  approved  by  the  Secretary  of  Agriculture  and  may  be  amended  at  any 
time  with  his  approval.  Subsequently,  there  shall  also  be  prepared 
and  issued,  to  the  extent  possible,  an  advance  listing  of  the  reports 
referred  to  in  paragraph  3b»  together  with  dates  of  publication  or 
Issuance. 

4.  Collection  of  Information,  for  use  in  preparing  the  official 
estimates  of  the  Department,  infoirmatlon  relating  to  agriculture 
shall  be  gathered  through  the  Washington  and  field  offices  of  the 
Division,  as  far  as  practicable,  from  practical  farmers,  as  provided 
in  the  Act  of  March  4,  1909  ( 7 USC  411a);  frcm  peanut  processors,  as 
provided  by  the  Act  of  June  24,  1936,  as  amended,  (7  USC  951  et  seq) ; 


Revised  12—2—44  (Amendment  201) 


REGULATIONS  OF  THE  U.  S.  DEPART!, tENT  OF  AGRICULTURE 


Crop  Reports 


1441  (cont.  2) 

from  processors,  dealers,  cooperating  State  and  local  officials, 
agencies  in  the  Department;  and  from  other  sources.  This  infor- 
mation shall  be  collected  by  mailed  questionnaire,  by  sample 
enumeration,  by  interviews,  or  by  other  appropriate  means, 

(528,  630-43  et  seq.)* 

5 • *Information  Not  to  be  Released;  Speculation;  False  Statistics . 

a.  Withholding  Information.  The  contents  and  eveiT'  part  of  the 
contents  of  each  and  every  report  specified  in  paragraph  3e^»  and 
the  information  and  every  part  of  the  information  utilized  in  the 
preparation  of  such  reports,  shall  be  withheld  from  publication 
until  the  day  and  hour  provided  for  the  issuance  of  the  reports  in 
the  schedule  approved  by  the  Secretary  of  Agriculture  and  amend- 
ments thereto. 

b.  Access  to  Information.  No  member  of  the  Board  or  other  persons 
engaged  in  the  preparation  of  Information  for  reports  shall,  before 
the  release  of  any  Boaixi  report  provided  for  herein,  willfully 
impart  or  permit  access  to  any  information  contained  therein  or  any 
part  thereof,  directly  or  indirectly,  to  any  person  not  entitled 
under  the  law  and  rules  of  the  Department  to  receive  the  s6ime. 

The  Chairman  may  under  this  regulation  notify  officers  in  charge 
of  field  offices  of  the  Division,  in  advance  of  publication,  of 
changes  made  by  the  Board  from  reconmendations  submitted  by  such 
officers  for  non-speculative  items  as  defined  in  paragraph  6a(2), 

c.  Statutory  Provisions 

(1)  "Whoever,  being  an  officer  or  employee  of  the  United  States  or 

a person  acting  for  or  on  behalf  of  the  United  States,  in  any  capac- 
ity under  or  by  virtue  of  the  authority  of  any  department  or  office 
thereof,  and  while  holding  such  office,  employment,  or  position 
shall,  by  virtue  of  the  office,  employment,  or  position  held  by  him, 
become  possessed  of  any  information  which  might  exert  an  influence 
upon  or  affect  the  market  value  of  any  product  of  the  soil  grown 
within  the  United  States,  which  information  is  by  law  or  by  the 
iniles  of  the  Department  or  office  required  to  be  withheld  from 
publication  until  a fixed  time,  and  shall  willfully  impart, 
directly  or  indirectly,  such  information,  or  any  part  thereof,  to 
any  person  not  entitled  under  the  law  or  the  i*ules  of  the  Depart- 
ment or  office  to  receive  the  same;  or  shall,  before  such  informa- 
tion is  made  public  through  regular  official  channels,  directly  or 
indirectly  speculate  in  euiy  such  product  respecting  which  he  has  thus 
become  possessed  of  such  information,  by  buying  or  selling  the  same 
in  any  quaintity,  shall  be  fined  not.  more  than  $10,000  or  imprisoned 
not  more  than  10  years,  or  bothi  Provided,  That  no  person  shall  be 
deemed  guilty  of  a violation  of  any  such  rule  unless  prior  to  such 
alleged  violation  he  shall  have  had  actual  knowledge  thereof." 

(Act  of  March  4,  I909,  I8  USC  214)  (1293) 

(2)  "Whoever,  being  an  officer  or  employee  of  the  United  States 
and  whose  duties  require  the  compilation  or  report  of  statistics 

or  information  relative  to  the  products  of  the  soil,  shall  knowingly 
compile  for  issuance,  or  issue,  any  false  statistics  or  information 
as  a report  of  the  United  States  shall  be  fined  not  more  than 
$5,000  or  imprisoned  not  more  than  five  years,  or  both."  (Act  of 
March  4,  I909,  I8  USC  215)  (1294)* 
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6*  ^Speculative  and  Non-speculative  Data. 

a.  Definition.  Data  used  by  the  Board  in  the  preparation  of  the 
Monthly  Crop  Report  and  the  Cotton  Report  shall  be  classified  as 
follows  I 

(1)  Speculatj.ve  data,  which  are  defined  to  be  data  relating  to 
corn,  wheat,  oats,  or  cotton,  the  assembling  and  collating  of 
which  would  make  it  possible  for  any  member,  members,  or 
assistants  of  the  Board  approximately  to  anticipate  the  Board's 
forthcoming  report  for  the  United  States  on  the  condition, 
yield,  probable  production,  or  farm  stocks  of  designated 
commodities,  or  the  acreage  or  ginnings  of  cotton.  These 
data  shall  be  deemed  to  be  speculative  fort 

(a)  Com  in  Illinois,  Indiana,  Iowa,  Kansas,  Minnesota, 

Missouri,  Nebraska,  Ohio,  South  Dakota,  and  Wisconsin. 

(b)  Winter  wheat  in  Illinois,  Indiana,  Kansas,  Missouri, 

Montana,  Nebraska,  Ohio,  Oklahoma,  Texas,  and  Washington. 

(c)  Spring  wheat  in  Idaho,  Minnesota,  Montana,  North  Dakota, 

South  Dakota,  and  Washington. 

(d)  Oats  in  Illinois,  Indiana,  Iowa,  Kansas,  Minnesota, 

Missouri,  Nebraska,  North  Dakota,  Ohio,  South  Dakota, 
and  Wisconsin. 

(e)  Cotton  in  Arkansas,  Louisiana,  Mississippi,  Oklahoma, 
and  Texas • 

(2)  Non-speculative  data,  which  are  defined  to  be  any  statistical 
data  other  than  the  speculative  data  defined  in  paragraph  6a(l). 

b.  Transmission. 

(1)  Summaries  of  speculative  data  collected  in  the  field  offices  of 
the  Division,  together  with  recommendations  of  the  officer  in  charge 
of  each  such  office,  shall  be  transmitted  by  mail  or  telegraph  to  the 
Secretary  of  Agriculture.  When  transmitted  by  mail,  the  summaries  and 
recommendations  shall  be  forwarded  in  a sealed  envelope  marked  "Special 
A."  When  transmitted  by  telegraph,  the  summary  and  recommendations 
shall  be  forwarded  in  a secret  code  provided  by  .the  Secretary  of  the 
Board.  Non-speculative  data  may  at  all  times  be  forwarded  directly 

to  the  Secretary  of  the  Board  by  the  officers  in  charge  of  the  field 
offices  of  the  Division. 

(2)  The  officer  in  charge  of  the  Department  teleg^ph  office  shall 
place  each  telegram  received  by  him  containing  speculative  Crop  report 
data  in  a sealed  envelope  marked  "Special  A"  and  deliver  such  envelope 
by  special  messenger  to  the  office  of  the  Secretary  of  Agriculture. 

c.  Custody  of  "Special  1"  Envelopes.  All  "Special  A"  envelopes  con- 
taining speculative  crop  report  data  received  in  the  office  of  the 
Secretary  of  Agriculture  shall,  immediately  upon  receipt  anji  without 
breaking  the  seals  thereof,  be  placed  in  the  locked  box  provided  for 
that  purpose  in  the  office  of  the  Secretary  of  Agriculture. 

d.  Opening  of  "Special  A"  Envelopes,  lanaediately  preceding  the  con- 
vening of  the  Board  on  the  day  a report  is  to  be  published,  the  locked 
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box  in  the  office  of  the  Secretary  of  Agriculture  containing  the 
'‘Special  A”  envelopes  shall  be  opened  and  the  envelopes  re^noved  in  the 
presence  of  a designated  representative  of  the  Secretary  of  Agricul- 
ture, the  Chairman,  Secretary,  and  one  other  member  of  the  Board,  and 
a special  guard  provided  by  the  office  of  the  Secretary  of  Agricul- 
ture, The  Chairman.  Secretary,  and  other  member  of  the  Boairi,  accom- 
panied by  the  guard,  shall  then  proceed  directly  to  the  Board  rooms,* 

7 , *3oard  Rooms , 

*■*  Definition,  The  Board  rooms  shall  consist  of  the  Board  room 
proper  and  ell  other  rooms  occupied  during  the  locked-in  session  of 
the  Board  by  clerks,  stenographers,'  and  others  engaged  in  assisting 
the  Board  in  the  preparation  of  the  report, 

b.  Safeguards  Against  Comnunication  of  1 rj* o rmat i on , Previous  to  the 
arrival  of  the  Board  representatives  and  guard  #ith  the  sealed  "Special 
A”  envelopes,  the  Secretary  of  the  Board  shall  have  caused  all  windows 
ir.  the  Board  rooms  to  be  sealed  in  such  manner  as  to  prevent  communica- 
tion between  persons  within  the  Board  rooms  and  persons  outside,  and 
the  officer  in  charge  of  the  Department's  branch  telephone  exchange 
shall  have  caused  to  be  disconnected  all  telephones,  buzzers,  and 
similar  means  of  communication  from  the  Board  rooms.  Immediately 
after  the  entrance  of  the  Board  representative  into  the  Board  rooms, 
with  the  sealed  "Special  A"  envelopes,  the  guard  shall  lock  all  doors 
leading  1 rom  the  Board  rooms,  and  remain  on  watch  until  the  report  is 
released,  tfhile  on  watch,  the  guard  shall  net  permit  any  communication 
between  persons  within  the  Board  rooms  and  persona  outside  except  as 
provided  below.  The  guard  shall  unlock  the  door  only  to  permit i 

(1)  The  entrance  of* 

(a)  The  Secretary  of  Agriculture, 

(b)  The  Chief  of  the  Bureau. 

(c)  Officials  of  the  Bureau  of  the  Census  who  cooperate  in 
issuing  the  joint  cotton  ginning  and  production  report, 

(d)  Employees  of  the  Division  and  other  persons  whose 
presence  is  required  in  the  preparation  of  the  report,  and 
who  have  written  permission  from  the  Head  of  the  Division, 

(e)  Other  officials  and  employees  of  the  Department  of 
Agriculture  having  written  authority  from  the  Secretary 
of  Agriculture,  or  from  the  ChJ.ef  of  the  Bureau. 

(2)  The  delivery  to  the  Board  rooms  of  mail,  telegrams,  written 
communications,  or  supplies  for  the  use  of  the  Board, 

(3)  Notification  by  the  Chairmsm  to  the  guard  of  delay  in  comple- 
tion of  a Board  report  (see  paragraph  8d)  or  to  convey  emergency 
instructions  essential  to  completion  of  a report, 

(4)  The  departure  of* 

(a)  The  Secretary  of  Agriculture,  the  Chairman,  and  such  other 
persons  as  may  be  designated  at  the  time  by  the  Chairman,  for 
the  purpose  of  proceeding,  under  guard,  to  the  room  provided 
for  the  release  of  the  report. 

(b)  Any  person  in  the  case  of  extreme  emergency,  in  which 
event  a member  of  the  guard  shall  accompany  and  remain  with 
such  person  until  the  release  of  the  report. 


Approved  1-8-44  (Amendment  179) 
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1441  (cont.  5) 


Crop  Reports 


(c)  All  persons  in  case  of  fire  or  an  air-raid.* 

8.  *Approval  and  Release  of  Reports. 

a.  Approval.  Upon  the  completion  of  any  Board  reports  specified  in 
paragraph  of  these  regulations,  a copy  must  be  signed  by  the  Chair- 
man, Secretary,  and  each  member  of  the  Board,  and  approved  in  writing 
by  the  Secretary  of  Agriculture  before  it  is  released.  The  Chairman, 
accompanied  by  a member  of  the  guard  and  not  less  than  t.vc  other  per- 
sons, shall  take  copies  of  the  approved  report  from  the  Board  rooms 

to  the  release  room  before  tne  time  specified  for  the  publication  and 
release  of  the  report. 

b.  Release  Officer.  The  officer  in  charge  of  the  Department’s  tele- 
graph office  shall  act  as  release  officer  and  shall  provide  in  the 
release  room  suitable  telegraph  and  telephone  facilities  for  all 
persons  desiring  such  facilities  for  the  transmission  of  the  report 
upon  its  official  release. 

C.  Procedure.  Upon  the  arrival  in  the  Board  release  room  of  the 
Chairman  and  persons  accompanying  him,  the  release  officer'  shall 
cause  all  persons  other  than  the  Chairman  to  remain  within  a pre- 
scribed area  until  the  release  of  the  report,  the  limits  of  which 
area  shall  be  not  leas  than  six  feet  from  the  telephones,  telegraph 
instruments,  and  tables  or  shelves  provided  for  distribution  of  cop- 
ies of  the  report.  The  Chainnan  then  shall  place  copies  of  the  re- 
port, face  down,  beside  each  instrument,  and  additional  copies,  face 
down,  upon  the  tables  or  shelves  provided  for  that  purpose.  At  the 
exact  time  provided  for  the  official  issuance  of  each  report,  the 
release  officer  shall  inform  those  present  that  the  report  is  re- 
leased to  the  public  and  permit  access  to  the  copies  of  the  report. 

The  release  officer  then  shall  notify  the  guard  at  the  door  of  the 
Board  rooms  that  the  report  has  been  released  and  the  guard  there- 
upon shall  unlock  the  doors  of  the  Board  rooms. 


d.  Delay  in  Releasing  Reports.  In  the  event  that  the  report  should 
not  be  completed  and  approved  for  issuance  at  the  designated  time,  the 
Chairman,  within  ten  minutes  of  the  time  designated  for  the  release  of 
the  report,  shall  notify  the  guard  of  the  time  when  the  report  will  be 
ready  for  release.  The  guard  immediately  shall  notify  the  release 
officer,  who,  in  turn,  shall  notify  all  persona  who  are  present  in  the 
release  room  for  the  purpose  of  receiving  the  report.* 

9.  *Acknowledgment  of  Regulation.  The  Head  of  the  Division  shall 
cause  to  be  delivered,  or  exhibited,  a copy  of  this  Regulation  to  each 
employee  of  the  Division  or  other  person  having  access  to  crop  report 
data  in  advance  of  publication.  The  Head  or  an  authorized  representa- 
tive shall  obtain  from  each  such  person  a certification  which  shall  be 
an  acknowledgment  that  such  person  has  read  this  Regulation  and  will 
be  governed  ly  it.* 

10.  ^definitions.  Ylierever  Department,  Bureau,  Division,  or  Board  is 
mentioned  herein,  the  Department  of  Agriculture,  the  Bureau  of  Agricul- 
tural Economics,  the  Division  of  Agricultural  Statistics,  or  the  Crop 
Reporting  Board  is  meant.  Wherever  any  official  is  mentioned  by  title 
of  position,  the  term  shall  include  any  person  properly  acting  in  his 
stead.* 


Approved  1-8-44  (Amendment  179) 


MEETINGS,  PAIRS,  AND  EXPOSITIONS 


1511.  Participation  in  Meetings,  Pairs,  and 
Expositions,-  The  division  of  exhibits,  exten- 
sion service,  is  responsible  for  and  in  charge  of 
all  exhibit  activities  of  the  Department,  includ- 
ing plans  for  presentation  of  subject-matter  in 
exhibit  form,  preparation  of  exhibits,  and  ar- 
rangements for  exhibitions  of  any  and  all  kinds. 

As  a general  rule  the  Department  participate^,  - 
in  expositions  or  fairs  or  other  exhibition  oc- 
casions only  when  the  management  thereof  agrees 
to  cooperate  in  the  expense  of  transporting  and 
caring  for  the  exhibits.  Exceptions  may  be  made 
when  specifically  authorized  by  law  or  where  it 
appears  to  be  to  the  advantage  of  the  Department 
to  make  special  arrangements. 

All  applications  for  exhibits  at  fairs,  ex- 
positions, meetings,  conventions  and  similar  oc- 
casions and  all  requests,  or  inquiries  relating 
thereto,  received  by  any  branch  of  the  Department 
shall  be  referred  to  the  director  of  extension  work 
for  attention. 

All  negotiations  with  and  arrangements  for 
participation  by  the  Department  in  fairs  and  ex- 
positions or  other  exhibition  occasions,  shall 
be  made  by  the  extension  service,  but  in  cases 
where  exhibit  material  on  the  subject-matter  of 
one  Department  unit  only  is  involved,  the  direc- 
tor of  extension  work  may  authorize  such  unit  to 
arrange  for  and  conduct  the  exhibition.  The  vari- 
ous units  of  the  Department  on  their  own  initial 
tive  may,  however,  prepare  and  display  small  ex- 
hibits at  meetings,  conventions  and  other  similar 
occasions. 

Costs  of  preparing  and  handling  exhibits  for 
display  at  occasions  other  than  those  for  which 
annual  or  specific  appropriations  are  provided  must 


REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Meetings,  Fairs,  and  Ejojositions 


1511*  (conto  1)  be  met  from  funds  furnished  by  the  branches  of  the 
Department  whose  subject  matter  is  concerned«  Transportation  and  re- 
lated expenses  In  connection  with  such  exhibition  occasions  will  be 
met  from  cooperative  funds  provided  by  the  exhibition  occasion  if 
that  can  be  arranged,  other^se  from  funds  furnished  by  the  inter- 
ested bureau  or  agencyo 

If  funds  are  available  the  Department  may  pay  the  expenses  of  its 
employees  to  represent  the  Department  and  have  charge  of  exhibits  at 
any  exhibition  if  the  scope  and  purpose  of  the  exhibition  occasion 
warrants  such  expenditure* 

In  referring  applications,  inquiries  or  correspondence  relating  to 
proposed  exhibitions  to  the  director  of  extension  work,  bureaus  of 
the  Department  should  accompany  them  with  a statement  indicating 
their  willingness  to  participate  singly  or  with  other  Department 
agencies*  If  expenses  for  such  participation  cannot  be  paid  under 
the  Department  exhibits  appropriation  or  under  any  special  exhibi- 
tion appropriation,  the  bureau  or  other  agency  should  indicate  also 
whether  it  is  willing  to  defray  any  portion  of  or  all  costs  in  case 
the  extension  service  is  unable  to  obtain  participation  costs  from 
the  organization  desiring  the  exhibits*  (See  also  Paragraph  U22U*) 

(60,  81) 

1512 « Attendance  at  Meetings* 

^ 1*  Definitiono  The  term  ^meeting,"  as  used  in  this  regulation, 
means  any  meeting  (other  than  work  conferences  held  in  connection  with 
cooperative  programs  of  this  Department  with  other  Federal  or  State 
agencies)  called  by  an  agency  or  organization  other  than  this  Depart- 
ment* 

2*  General  Policy*  ¥hen  practicable,  the  Department  will  provide 
representation  at  meetings  of  farmers,  scientific  and  professional 
societies,  trade  associations.  State  and  Federal  officials,  inter- 
national organizations,  congresses,  and  groups,  etc*,  for  the  purpose 
of  giving  or  acquiring  information  relating  to  the  work  of  the  Depart- 
ment, when  such  representation  is  necessary  for  the  performance  of 
the  Department's  functions  or  will  further  its  authorized  work* 

(5  U.S.Co  83) 

3*  Limiting  Considerations*  Before  authorizing  attendance  at  meet- 
ings, Department  officials  should  give  careful  consideration  to* 

a*  The  propriety  of  the  Department  of  Agriculture* s being  represented; 

b*  Whether  the  specific  reasons  for  attendance  fully  Justify  the  ex- 
penditure of  time  and  public  funds; 

c*  Avoidance  of  interference  with  or  neglect  of  the  primary  work  of 
the  employee  concerned; 

d*  Economy  in  the  expenditure  of  public  funds; 

e*  Avoidance  of  excessive  representation  at  aqy  meeting; 

f*  Coordination  of  representation  when  more  than  one  agency  or  divi- 
sion of  the  Department  is  concerned*  In  some  cases  it  may  be  feasible 
for  one  employee  to  represent  more  than  one  agency  or  division*  ^ 


Revised  3-27-U7  (Amendment  236) 
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Meetings,  Fairs,  and  Expositiois 


l5l2o  (cont*  1)  In  any  case,  interchange  of  information  with  re- 
spect to  material  to  be  presaited  or  of  information  acquired  will  be  de- 
sirable; 

go  Conformity  with  Department  policy  as  to  the  substanee  of  any  matter 
to  be  presented.  (See  also  Regulations  1231  and  1232.) 

ii.  Authorization  to  Attend  Meetings 

a.  Except  as  provided  in  paragraph  b below,  attendance  at  any  meeting  on 
official  time  or  travel  or  otherwise  involving  the  expenditure  of  public 
funds  must  be  authorized  by  an  agency  head  who  reports  to  the  Secretary 
or  by  designated  staff  assistants  in  the  head*s  immediate  office.  When 
more  than  two  persons  are  so  authorized  to  attend  a meeting,  a report 
must  be  prepared  at  the  time  authorization  is  given  listing  (a)  iJie  place 
and  duration  of  the  meeting,  (b)  Hie  official  stations  of  those  author- 
ized to  attend,  (c)  the  number  whose  travel  and  per  diem  will  be  paid 
from  public  funds,  and  (d)  the  number  who  will  attend  on  official  time 
but  whose  travel  and  per  diem  will  not  be  paid  from  public  funds.  The 
report  shall  be  sent  to  the  Director  of  Personnel,  who  will  make  an  an- 
nual report  to  the  Secretary*  The  Director  of  Personnel  may  from  time 
to  time  request  special  reports  of  the  total  attendance  at  meetings, 
including  local  meetings. 

be  In  the  following  cases  power  to  authorize  attendance  at  meetings  on 
official  time  or  travel  or  otherwise  involving  the  expenditure  of  public 
funds  may  be  delegated  by  heads  of  agencies  to  responsible  officials, 
and  no  report  to  the  Director  of  Personnel  is  required* 

(1)  Ihen  not  more  than  two  enqployees  of  any  bureau  are  to 

attend  the  meeting,  or 

(2)  Ihen  the  meeting  is  not  national,  regional  (that  is,  in- 
volving more  than  one  State),  or  Statewide  in  character. 

Ce  Attendance  at  meetings  of  international  organizations,  groups,  and 
congresses  must,  in  addition  to  being  authorized  pursuant  to  paragraph 
Ua  above,  have  the  concurrence  of  the  Director  of  Foreign  Agricultural 
RelatLons.  (See  also  Regulations  1821  and  3U21  if  foreign  or  terri- 
torial travel  is  involved.)  ^ 

1513 • Cop^ensation  for  Services  or  Expenses  of  or  Detail  to  Coa- 
mlssions.  Councils,  Boards,  Etc^  No  piurt  of  any  appropriation  of  this 
Department  shall  be  used  for  the  payment  of  ccmipensation  or  expenses 
of  any  ccamnission,  council,  board,  or  other  similar  body,  or  mem- 
bers thereof  or  for  expenses  in  connection  with  any  work  or  the  results 
of  any  work  or  action  of  any  commission,  council,  board,  or  other 
similar  body,  unless  the  creation  of  the  same  shall  have  been  author- 
ized by  law;  nor  shall  any  employee  of  the  Department  be  detailed  to 
serve  in  connection  with  any  such  commission,  council,  board,  or  other 
similar  body.  (1736) 


Revised  3-27-U7  (Amendment  236) 


PARTICIPATION  IN  JUDICIAL  PROCEEDINGS 


1521.  Oaths , Affidavits,  and  Acknowled^srment s 
in  Connection  with  Prosecutions,-  Oaths,  affi- 
davits, and  acknowled^ents  for  use  in  any  crimi- 
nal or  civil  proceeding  under,  or  in  the  enforce- 
ment of,  any  law  administered  hy  the  Department 
or  a hureau  or  subdivision  thereof  shall,  wherever 
practicable,  be  administered  and  attested  by  an 
employee  of  this  Department  designated  by  the 
Secretary  for  that  purpose  pursuant  to  law.  When 
a designated  employee  is  not  available  and  the  oath 
is  to  an  affidavit  in  support  of  criminal  informa- 
tion, such  oath  may  be  attested  by  the  clerk  of  a 
United  States  court.  But  when  the  oath  is  to  be 
used  in  a civil  proceeding,  attestation  may  be,  in 
addition  to  the  several  methods  hereinbefore  pre- 
scribed, by  United  States  commissioners,  notaries 
public  of  States,  Territories,  or  the  District  of 
Columbia,  clerks  or  prothonotaries  of  courts  of 
record  of  any  state,  district  or  Territory,  by 
deputies  of  such  clerks,  or  prothonotaries,  or  by 
magistrates  authorized  by  the  laws  of  or  pertain- 
ing to  any  such  State,  district,  or  territory  to 
administer  oaths.  If  there  is  no  provision  for 
authentication  under  seal  by  the  executing  officer, 
the  qualifications  of  such  executing  officer  shall 
be  authenticated  by  certificate  of  the  clerk  of 
the  court  or  other  officer  in  charge  of  the  record 
of  his  appointment  or  election.  Attestation  fees 
shall  not  be  charged  by  designated  employees  of 
the  Department  of  Agriculture  or  by  clerks  of  the 
United  States  courts.  Attestation  fees  of  United 
States  commissioners  shall  be  paid  on  settling 
their  accounts  in  the  General  Accounting  Office, 

When  the  oaths,  affidavits,  or  acknowledgments  are 
administered  by  others  herein  mentioned,  the  charges 
authorized  by  the  appropriate  State,  district,  or 
territory  may  be  made.  (89?  90?  1^0,  l4l,  53^? 

1225,  1279,  1545) 
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DEPARTMENT  OF  AC2UCULTURE 


HASHINC5TON 


July  9,  1942 

AMENDMENT  NO.  147  TO  THE  REQDIATIONS  OF  THE  DEPARTMENT 


Attached  are  revisions  of  the  following  Regulations* 

1522*  Appearance^  Fees^  and  Expenses  of  Department  En^loyees 
as  Witnesses  in  Judicial  Proceedings 
1525.  Jury  Service 
2562.  Absence  Without  Permission 

These  revisions  are  effective  inmediately. 

Regulation  1580,  attached,  entitled  "Projects  Not  to  be  Named 
After  Living  Persons,"  is  effective  immediately. 

The  following  Regulations  are  hereby  canceled* 


2531.  Witnesses 

2532.  Leave  Allowed  for  Jury  Service 
2561.  Leave  Without  Pay 


Instructions  with  respect  to  leave  for  jury  service  and  compensation 
during  periods  of  jury  service  will  be  issued  by  the  Director  of 
Personnel  and  the  Director  of  Finance,  respectively. 


Instructions  with  respect  to 
the  Director  of  Personnel. 


leave  without  pay  will  be  issued  by 


Assistant  Secretary 
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REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AQIICULTURE 
Participation  in  Judicial  Proceedings 


1522*  Appearance,  Fees « and  Expenses  of  Dep^-^nt  Big>lqyee8  as JWitnesses 
in  Judici^  Pr Peelings,  The  term  " judU-ci^  jffoceedings"  as  used 

in  this  Regulation  includes  proceedings  before  any  Federal,  State,  or  munici- 
pal court,  grand  Juxy,  special  master,  person,  ccmmlss loner,  c<»nnission,  or 
board  authorised  to  conduct  hearings  or  take  testimony.  Ju^cial  proceed- 
ings involving  the  appearance  of  Department  employees  as  witnesses  will  be 
treated  in  the  following  groups: 

a.  Bqployees  testifying  in  Judicial  proceedings  arising  within  the  Depart- 
ment or  growing  out  of  the  violation  of  laws  of  a State  or  subdivision  there- 
of in  the  enforcement  of  i^ich  ewployees  of  the  Department  have  been  author- 
ised to  assist. 

b.  Bmpioyaas  testifying  for  the  United  States  ^ or  for  the  District  of 
Columbia  sf:  in  Judicial  proceedings  not  arising  within  the  Department 

c.  Judicial  proceedings  not  covered  by  "a**  and  “b"  above  but  in  iriaich  the 
employee  is  called  upon  solely  because  of  and  to  testify  in  his  official 
capacity  or  to  produce  official  records  or  information,  or  to  testify  as  an 
"eaqpert"  witness  where  the  value  of  his  testimony  arises  from  knowledge 
gained  in  his  official  capacity. 

d.  Judicial  proceedings  not  covered  by  the  foregoing  grot^. 

topearance.  In  gro\q>s  *a*  and  *b**,  appearance  may  be  made  without  subpena. 

Si  group  "c",  appearance  may  not  be  made  without  subpena.  The  mnployee  sub- 
penaed  shall  promptly  notify  the  chief  of  bureau  stating  the  names  of  the 
parties  litigant,  the  matter  in  suit,  and  the  nature  of  the  testimony  the 
employee  esqiects  to  give.  Vhere  the  chief  of  bureau  deems  the  production 
of  records  or  the  miployee's  proposed  testlmox^  prejudicial  to  the  public 
Interest,  he  shall  at  once  refer  the  matter  to  the  Solicitor  of  the  Depart- 
ment who  shall  proiptly  advise  whether  the  e^loyee  may  be  compelled  to  ap- 
pear and  testify.  The  chief  of  each  bureau,  with  the  approval  of  the  Secre- 
tary, may  designate  a State,  regional,  or  other  supervisory  official  who 
reports  directly  to  him  as  -Uie  one  the  employee  may  notify,  but  such  dele- 
gation of  authorl-ty  will  not  relieve  the  chief  of  a bureau  of  any  adminis- 
trative responsibility. 

In  groip  *d”,  the  Department  is  not  Interested  in  the  manner  of  appearance. 

y.tnes8  Fees  and  Expenses  of  Travel  and  Subsistence.  The  terms  "fees’*  and 
V^e^enses**^  are  disilnet.  The  first  means  the  amount  allowed  as  pay  for  at- 
tendance; the  second,  the  amount  allowed  to  cover  travel  and  subsistence. 

In  group  "a*  no  fees  are  allowable.  Ssqpenses  of  travel  and  subsistence 
should  be  paid  from  the  Department  appropriations  as  in  the  case  of  other 
official  travel  unless  a different  azrangement  has  been  made  between  the 
cooperating  State  or  subdivision  thereof  and  the  Department. 

In  group  «b"  no  fees  are  allowable  ^ The  amount  allowed  for  ex- 
penses may  be  accepted  and  retained 

In  group  *c"  fees  and  expenses  should  be  collected,  but  all  amounts  re- 
ceived over  and  above  the  amount  of  actual  and  necessary  expenses,  a 
statement  of  which  must  be  furnished  to  the  chief  of  bureau,  must  be 
turned  into  the  Treasury  as  Miscellaneous  Receipts. 

In  group  "d*  the  Department  is  not  concerned  with  fees  or  e:q>enses. 

No  account  need  be  rendered. 
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1522  (cont.  1) 

An  enployee  in  a non-pa7  status  nho  appears  as  a iritness  in  any  Judicial 
proceeding  may  accept  and  retain  all  fees  and  expenses  allowed. 

Leave*  In  groups  "a",  and  "c"  no  annual  leave  shall  be  taken  ^ ^ 

I£n  ^oup  "d"  annual  leave,  or,  if  such  leave  is  not  available,  leave  with- 
out pay  must  be  taken. 

Evidence  of  attendance  as  a witness  will  be  required  in  groups  "a",  »b", 
and  "c". 

1523.  Jury  Service.  Any  employee  of  the  Department  summoned  for  Jury  ser- 
vice in  ai^'couri  should  appear  in  accordance  with  the  teras  of  the  sum- 
mons. However,  if  the  Jury  service  will  interfere  substantially  with  the 
welfare  of  the  Department  as  regards  the  duties  of  the  ^ployee,  the  court 
should  be  so  Informed  and  requested  to  excuse  the  employee.  The  advice 
and  assistance  of  the  Solicitor  may  be  sought  for  this  purpose. 

♦ 152I1.  Fees  and  jSxpense  Allowances  of  IKLtnesses  in  Department  Hearings. 

1.  Witnesses  summoned  to  amd  attending  hearings  idiich  the  Department  is 
authorized  by  law  to  hold,  and  to  which  the  Department  is  authorized  by 
law  to  sTibpena  witnesses  (hereinafter  called  "hearings'*),  are  entitled  to 
the  same  fees  and  l^avel  expense  allowances  as  witnesses  in  United  States 
Courts.  (Sec.  10,  Public  Law  600,  79th  Congress).  Witnesses  whose  deposi- 
tions are  taken  for  use  in  connection  with  such  hearings  are  entitled  to 
the  same  fees  and  travel  expense  allowances  as  witnesses  in  United  States 
Courts.  Such  fees  and  allowances  are  payable  by  the  party  at  whose  in- 
stance the  witness  appears.  (7  Code  of  Federal  Regulations,  Cum.  Supp. 
U7*1U|  9 CFR  Cum.  Supp.  202,lki  17  CFR  Cum.  Supp.  O.lli) 

2.  The  following  regulations  are  based  on  the  laws  and  regulations  goveim- 
ing  the  fees  and  allowances  of  witnesses  in  such  courts. 

a.  Witnesses  (other  than  salaried  employees  of  the  Government)  suimaoned 
to  and  attendixig  a hearing  held  by  the  Department  are  entitled  to  $2,  or 
such  other  amount  as  may  be  fixed  in  the  appropriation  act  for  the  Depart- 
ment of  Justice,  or  other  law,  for  each  day's  attendance  and  for  the  time 
necessarily  occupied  in  going  to  and  returning  frcmi  the  hearing,  and  5 
cents  per  mile  for  going  from  his  place  of  residence  to  the  place  of  hear- 
ing and  5 cents  per  mile  for  returning.  Witnesses  whose  depositions  are 
taken  are  entitled  to  a similar  fee  and  allowance  where  travel  is  per- 
formed by  the  witness  in  order  to  give  testimony}  where  no  travel  is  per- 
formed ^ -toe  witness,  no  fee  or  allowance  is  paid.  In  addition  such  wit- 
nesses (other  than  detained  witnesses)  summoned  to  and  attending  hearings 
at  points  so  far  rsaoved  fron  their  respective  residences  as  to  prohibit 
return  thereto  from  day  to  day,  are  entitled  to  an  allowance  of  $3  for 
expenses  of  subsistence  for  each  day  of  actual  attendance  and  for  each 
day  necessarily  occupied  in  traveling  to  attend  the  hearing  and  return 
home.  (28  U.S.C.  and  Sup.  V 600c) 

b.  When  such  a witness  is  summoned  to  and  attends  more  than  one  hearing 
involving  the  same  parties,  in  the  same  place,  he  is  entitled  to  only  one 
attendance  fee,  travel  allowance,  and  subsistence  allowance.  (28  U.S.C. 

600  c ) 

c.  When  such  a witness  is  detained  in  prison  for  want  of  seciirity  for 
his  appearance,  he  is  entitled  a compensation  of  $1  a day  in  addition 
to  his  subsistaice.  (28  U.S.C.  600c’) 

3.  Salaried  employees  of  the  Cover ment  are  not  entitled  to  aiy  ccmqpen- 
sation,  in  Edition  to  their  salaries,  for  serving  as  a witness.  IRien  ^ 
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152U  (cont.  1)  ^ such  an  employee  performs  travel  in  order  to  appear  ais 

a Tdtness  for  the  Government  in  any  case  involving,  the  activity  in  connec- 
tion Tffith  which  he  is  employed,  any  necessary  travel  expenses  (including 
per  diem  subsistence  allowance  and  mileage  allowance  for  the  use  of  a 
privately  owned  conveyance)  shall  be  authorized  or  approved  in  accordance 
wi-Ux  the  Standardized  Government  Travel  Regulations  and  the  Department 
Regulations.  Such  expenses  are  payable  from  the  appropriation  otherwise 
available  for  the  travel  e:q)enses  of  such  employee.  (28  U.S,C.  Sup.  V 6OO, 
and  6oUa) 

When  a salaried  enployee  of  the  Government  is  summoned  to  and  attends  a 
Department  hearing  as  a witness  for  the  Government  in  any  case  not  involv- 
ing the  activity  in  connection  with  idiich  he  is  onployed,  he  shall  be  en- 
titled to  necessary  expenses  incident  to  travel  by  common  carrier  and,  if 
travel  is  performed  by  privately  owned  automobile,  mileage  at  the  rate  of 
5 cents  per  mile,  together  with  $6  per  diem  in  lieu  of  subsistence  to  be 
paid  under  the  provisions  of  the  Standardized  Government  Travel  Regulations. 
Such  expense  allowances  are  payable  from  the  appropriation  of  the  activity 
for  which  the  hearing  is  held.  (28  U.S.C.  6oUj  28  C.F.R.  Chapter  I, 

Part  21,  Sec.  21.1  - 21.3)  (See  also  Regulation  1522). 
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1531.  Free  Distribution.  Copies  of  reports  of  public  hearings 
and  conferences  held  by  the  Department  may  be  fiirnished  free  to 
representatives  of  foreign  countries,  Federal  and  State  officials. 

153£,  Sale  of  Reports.  Other  persons  or  organizations  interest- 
ed in  securing  copies  should  be  referred  to  the  stenographic  re- 
porter in  cases  where  the  report  of  hearing  is  made  by  contract. 

When  the  report  is  made  by  department  ec^iloyees,  a charge  of 
10  cents  per  page,  8 by  10|-,  double  spacing  (approximately  250 
words),  should  be  made  for  each  page  of  the  report  including  all 
accompanying  lists  of  names  and  other  matter  embodied  in  the  re- 
port, and  the  proceeds  deposited  through  the  disbursing  clerk  or 
appropriate  fiscal  agent  of  tbs  Department  to  the  Credit  of  Mis- 
cellaneous Receipts. 

When  the  report  is  printed  or  typed  in  single  spacing  (approximate- 
ly 500  words  to  the  page),  the  charge  should  be  at  the  rate  of 
20  cents  per  page. 

These  rates  are  applicable  whether  original  or  carbon  copies  ere 
furnished. 

1533,  * Availability  of  Infonaatlon  and  Records. 

1,  General  Policy, 

a.  Most  records  of  the  Department  are  "public  records”  and  are 
therefore  available  to  the  public  for  inspection.  However,  in 
some  cases,  legal  restrictions  prohibit  the  Department  from  making 
records  available  for  public  use.  In  other  instances,  vhere  open 
inspection  of  the  records  would  be  harmful  to  the  public  interest. 
Departmental  policy  is  similarly  restrictive.  This  regulation  in- 
dicates the  records  that  are  not  available  for  public  inspection 
and  cites  limited  conditions  under  which  other  records  may  be  made 
available.  These  rules  are  to  guide  employees  in  ascertaining 
v;hich  records  may  not  be  freely  opened  for  inspection.  Should  an 
employee  not  know  the  policy  on  the  release  of  any  record,  the 
matter  should  be  submitted  to  the  chief  of  the  biareau. 

b.  In  general,  the  same  rules  apply  to  any  information  not  con- 
sidered "records,"  as  stated  in  paragraph  2 e. 

c.  When  it  is  necessary  to  deny  access  to  any  of  the  Department's 
records,  employees  should  make  special  efforts  to  explain  fully 
the  reasons  for  such  restrictions  so  that  the  person  denied  vdll 
recognize  that  his  government  is  dealing  properly  and  justly  with 
him,  and  that  it  is  contrary  to  law  or  public  interest  to  open  the 
record.  Denials  of  access  to  records  in  the  course  of  proceedings 
shall  be  handled  as  provided  for  in  paragraph  2 h,  * 
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2,  Restrictions  on  Availability » IHie  following  rules  siiall  go'^m  the 
availability  for  examination,  or  the  furnishing  of  copies,  of  mtters 
of  official  record  of  the  'Oepartmient , including  those  on  file  with  the 
National  Archives? 

a*  Confid^tial  records.  The  following  records  are  coaf  Mentis  and 
shall  not  be  subject  to  examination,  nor  shall  copies  “hereof  b©  fur=” 
nished  upon  any  r^uest  except  in  proper  cases  from  federal  officii 
sources; 

(1)  AH  reecrds  and  reports  req.xiired  by  statutes  to  be  held  confi- 
dential by  the  Department  o 

(2)  Blueprints  of  meat  slaughtering  or  meat,  poultry  or  dairy  products 
processing  plants  and  establishments, 

(3)  Producers®  referendum  ballots, 

(4)  Minutes  of  meetings  (except  resolutions  extracted  ther©fr<m|  of 
Boards  of  Directors  of  Corporations  under  administrative  supervision  of 
the  Department  of  Agriculture  or  any  of  its  agencies.  State  Production 
and  MaaSseting  Administration  committees,  and  county  agricultural  con- 
servation comittees, 

(5)  Records  of  audits,  other  than  information  with  respect  thereto 
authOilzed  by  the  Secretary  of  Agriculture  or  the  Boards  of  Directors 

of  Goiporations  to  be  mad©  available  ^ and  other  than  records  of  audits 
included  under  paragra^  b(2)(@)e  ^ 

(6)  Reports  furnished  the  Department  confidentially  by  dealers,  manu- 
facturers, or  associations  thereof  covering  guaatities  of  eosModitles 
processed,  purchased  or  sold  during  prescribed  periods  ard  the  price 
paid  therefore 

(7)  Documents,  photographs  or  mps  of  other  government  agenc  ies  re- 
quired to  be  held  cozif identi  al  under  regulations  or  ©jrders  of  the  other 
governmental  agency, 

(8)  Personnel  investigation  reports,  investigation  or  accounting  reports 
made  to  determine  compliance  with  law  or  regulations,  or  reports  of  in- 
spection operations® 

(9)  Records  of  research,  experlB^ntation  and  physical  <^alysis  of  sam- 
ples and  other  materials  in  the  course  of  investigations,  including 
patent  records^  prior  to  publication,  release  or  use  of  the  results 
thereof, 

(10)  Recfflpds,  reports  and  estimates  of  crops  for  consid  eratioa  and  re- 
lease by  Crop  Everting  Board  prior  to  formal  release « 

(11)  Charges,  con^laints  and  other  processes  in  adjudicative  proceed- 
ings prior  te  publication  or  use, 

(b)  Records  of  limited  availability,  fh©  records  eamaerated  below  are 
of  limited  availability  and  information  contain^  theieia  ^lall  not  b© 
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1533,  (cont,  2)  disclosed,  nor  shall  a copy  thereof  he  furnished, 
except  * in  proper  cases  upon  requests  from  Federal  official  sources 
or  * as  ^ecifically  provided: 

(1)  Reports  and  records  which  by  statute  may  be  made  available  only 
in  suits  or  administrative  proceedings  will  be  available  only  under 
the  conditions  provided  for  in  the  statute, 

(2)  Upon  approval  of  the  head  of  the  bureau,  agency  or  branch  con- 
cerned, based  upon  the  considerations  prescribed  in  paragraph  d of 
this  section,  the  following  records  shall  be  available  as  indicated: 

(a)  Applications,  reports,  and  like  records,  together  with 
supporting  data  and  documents,  other  than  those  under  para- 
graphs a,  b (1),  b (2)  (c),  or  b (2)  (d)  of  this  section, 
submitted  by  an  applicant  for  relief,  license,  certificate, 
use,  loan,  grant  or  other  benefit  provided  by  law  or  by 
regulations  authorized  by  lav/,  shall  be  made  available  to 
the  person  v/ho  furnished  the  record,  and  also  under  com- 
pulsory process. 

(b)  Contractual  records  and  other  agreement  records,  to- 
gether v/ith  supporting  data,  shall  be  available  to  the 
contractor  or  person  supplying  tte  record,  and  also  under 
compulsory  process, 

(c)  Reports  and  applications  acquired  from  farmers  and 
handlers  of  agricultural  products,  equipment  and  supplies 
in  connection  with  conservation  programs  formulated  under 
sections  7 to  17,  inclusive,  of  the  Soil  Conservation  and 
Domestic  Allotment  Act  (1936),  as  amended  (16  U.  S,  Code 
590g  to  590q) , and  in  connection  v/ith  control  or  adjustment 
programs  developed  under  prior  acts  of  Congress  shall  be 
available  to  the  person  vdio  furnished  the  record,  and  a]^o 
to  other  persons  properly  and  directly  concerned.  Vihen 
such  records  are  to  be  used  in  court  or  administrative  pro- 
ceedings, an  authorized  representative  of  the  head  of  the 
branch  or  bureau  having  custody  of  the  records  shall  appear 
and  produce  such  records  only  if  the  records  remain  in  the 
custody  of  such  representative  at  all  times. 

(d)  Records,  reports  and  applications  submitted  to  central 
and  field  offices  of  the  Production  and  Ldarketing  Adminis- 
tration by  farmers,  handlers,  and  processors  of  the  canmodi- 
ties  wheat,  com,  cotton,  tobacco rice , and  peanuts  in  con- 
nection Y/ith  commodity  loan,  parity  payment,  and  marbeting 
quota  programs  pursuant  to  Title  III  of  the  Agricultural 
Adjustment  Act  of  1936,  as  amended  (7  U.  S,  Code  1301-1393), 
shall  be  available  to  the  person  supplying  the  data,  and  also, 
to  the  extent  deemed  relevant  by  the  administrative  head  of 
the  Production  and  Marketing  Administration  branch  concerned, 
in  any  suit  or  administrative  hearing  under  Title  III  of  the 
above  named  act, 

^ (e)  Records  and  reports  of  audits,  parts  thereof,  or  in- 

formation v/ith  respect  thereto  in  connection  v/ith  contractual 
relations  under  the  jurisdiction  of  the  Production  and 
Marketing  Administration  may  be  made  available  to  the  con- 
tractor or  person  v/hose  activities  foim  the  basis  of  the  ^ 
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* audit  and  in  the  case  of  audits  in  connection  v/ith  the  national 
school  lunch,  program  may  be  made  available  also  to  State  Educa- 
tional Agencies.  ^ 

(3)  Inspection  certificates  of  grade,  quality  or  condition  shall  be 
available  for  examination  in  accordance  v;ith  the  applicable  regulations 
governing  such  ingjection,  and  copies  thereof  may  be  obtained  upon  the 
payment  of  fees,  if  any,  prescribed  therefor  (7  Code  of  Federal  Regula- 
tions, Subtitle  B,  ch.  I), 

(4)  Records  obtained  pursuant  to  sec,  4 of  Federal  Reports  Act  of  1942 
shall  be  released  only  with  the  approval  of  the  agency  from  which  the 
information  is  obtained, 

(5)  Reports  received  under  the  Commodity  Exchange  Act  or  information  con- 
tained in  such  reports  are  only  available  where  relevant  in  any  suit  or  ad- 
ministrative proceeding  pursuant  to  subpoena. 

(6)  Records  of  Farm  Credit  Administration  and  of  the  various  corporations 
under  its  supervision  that  are  declared  confidential  in  regulations  issued 
by  Farm  Credit  Administration  (6  Code  of  Federal  Regulations  Part  4)  shall 
be  made  available  to  tl:^  persons  and  in  the  circumstances  specified  in  said 
regulations , 

(7)  Personnel  records  shall  not  be  available  except  upon  the  authoriza- 
tion of  the  Director  of  Itersonnel  given  vdth  due  regard  for  the  welfare 
of  the  employee  concerned  and  in  accordance  with  the  considerations  pre- 
scribed in  paragraph  (d)  of  this  section, 

(8)  Records  relating  to  the  business  or  property  of  any  handler  or  any 
person  furnished  by,  or  obtained  from,  such  handler  or  person  pursuant 

to  any  marketing  agreement  or  marketing  order  are  available  as  prescribed 
in  7 Code  of  Federal  Regulations  900,200. 

(9)  Records  relating  to  the  business  aM  property, of  any  person  obtained 
pursuant  to  the  requirements  of  the  Perishable  Agricultural  Commodities 
Act  of  1930,  as  amended  are  available  as  prescribed  in  7 Code  of  Federal 
Regulations  Part  46, 

c.  Records  in  adjudications  and  formal  rule-making  proceedings.  Records 
in  adjudications  and  formal  rule-making  proceedings  are  on  file  in  the 
office  of  the  Hearing  Clerk,  Office  of  the  Solicitor,  and  shall  be  made 
available  to  persons  having  a proper  interest  therein. 

d.  Records  available  to  properly  interested  persons.  All  other  records 
of  the  Department  and  of  corporations  under  the  administrative  supervision 
of  the  Department  shall  be  made  available  if  so  determined  by  the  adminis- 
trative head  of  the  bureau,  agency,  branch,  or  corporation  having  custody 
of  same,  to  persons  properly  and  directly  concerned,  and  in  making  his  de- 
termination he  shall  be  guided  by  the  following  considerations: 

(1)  Whether  the  release  of  the  record  will  jeopardize  future  government 
access  to  information. 

(2)  Whether  the  release  of  the  record  at  the  time  is  premature  and  will 
improperly  affect  a pending  action, 

(3)  Vdiethar  the  disclosure  of  the  record  will  have  the  effect  of  hindering 
free  administrative  decisions  in  tte  same  or  similar  matters  in  the  future. 

Revised  2-21-47  (Amendment  233) 


UNITED  STATES  DEPi\rtTL!El-IT  OF  ACmiCULTUF 
Office  of  thie  Secretary 
Washington  25,  D,  C. 


May  7,  1946 


AMENCmiT  NO.  220  TO  THE  REGULATIONS  OF  TF3  DEPARTMENT 


The  attached  revision  of  Regulation  1535,  Lists  of  Employees,  is 
effective  immediately.  This  amendment  provides  that  lists  of  em- 
ployees shall  not  be  furnished  unless  essential  to  the  conduct  of 
the  bureau’s  work  or  necessary  in  the  public  interest.  Approval 
by  the  Director  of  Personnel  is  no  longer  required.  The  rule  that 
lists  of  employees  may  not  be  furnished  for  purposes  of  political 
solicitation  has  been  included  in  the  regulation. 


Secretary 


Reoaove: 


Page  1534  (cent.)  revised  1-14-37  (see  back) 
Page  1539  (cont.) 


Insert: 


Page  1534  (cont.)  revised  5-7-46 
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REGULATIONS  OF  HIE  U.  S.  DEPARTIuSHT  OJ  AGRICULTURE 


Official  itecords 


1534  (cont.)  State  or  depend sicy  of  the  United  States  of  America 
or  to  any  appropriate  educational  institution,  library,  museum,  his- 
torical, research,  or  patriotic  organization  therein. 

V^en  the  records  have  been  disposed  of,  the  head  of  the  Bureau  or 
office  malcing  such  disposition  shall  submit  a v/ritten  report  to  the 
Chief,  Office  of  Plant  and  Operations,  describing  the  character  and 
volume  of  such  records  and  a statement  of  when'  and  by  what  method 
the  disposition  of  the  records  v;as  accomplished.  If  any  of  the  records 
were  sold,  the  report  shall  indicate  the  amount  of  money  received  and 
the  total  cost  of  effecting  the  sale.  If  the  records  were  transferred, 
the  report  shall  indicate  the  names  and  the  post  office  addresses  of 
all  institutions,  associations,  or  other  organizations  receiving  the 
records.  (Public  No.  295,  76th  Congress,  approved  August  5,  1S39.) 
(108,  163  , 680,  1296,  1297,  1329.) 

1535.  Lists  of  Employees. 

1.  * Lists  of  employees  shall  not  be  fur-nished  to  any  person, 
'organization,  or  firm  except  on  written  application  to  the  bureau 

concerned  showing  the  purpose  for  vmich  such  lists  are  to  be  used, 
and  then  only  when  the  furnishing  of  such  lists  is  essential  to  the 
conduct  of  the  bureau’s  work  or  is  necessary  in  the  public  interest. 
This  limitation  does  not  extend  to  official  publications  or  lists  of 
officials  available  for  public  use. 

2.  Lists  of  employees  may  not  be  furnished  for  purposes  of  political 
solicitation.  ^ 

1536,  Lists  of  Manufacturers,  Farmers,  Etc,  No  list  of  names  of 
farmers,  business  men,  or  firms,  viiich  may  be  available  in  the  Depart- 
ment, shall  be  given  directly  or  indirectly  to  any  person,  firm,  or 
association  unless  the  furnishing  of  such  lists  is  a necessary  part  of 
the  official  vjork  of  a bureau  or  unless  authorized  by  the  Director  of 
l2xf  orraat  ion . 

Vihen  lists  of  manufacturers,  dealers,  breeders,  etc,,  are  furnished 
correspondents,  it  should  be  clearly  indicated  that  the  inclusion  of 
names  does  not  imply  the  Department’s  endorsement  of  certain  fims  to 
the  possible  detriment  of  others,  or  that  the  lists  necessarily  in- 
clude all  dealers  in  a certain  line,  (See  also  Regulation  1215.) 

1537,  Disposition  of  Surplus  - Useless  Publications,  All  public 
documents  accumulating  in  the  several  bureaus  and  offices  not  needed 
for  official  use  shall  be  annually  turned  over  to  the  Superintendent 
of  Documents  for  distribution  or  sale,  (Jan,  12,  1895,  c,  23,  § 67, 

28  Stat.  611;  44  DSC,  Sec,  78)  (1971) 

1538.  Preservation  of  Leave  Records.  All  offices  shall  preserve 
original  leave  applications  for  a period  of  not  less  than  t'hree  years 
and  Form  AD-50,  ’’Record  of  Annual  Leave,’’  for  a period  of  not  less  than 
five  years.  At  the  expiration  of  these  periods  these  records  may  be 
disposed  of  in  accordance  v;ith  the  provisions  of  Regiilation  1534,  sub- 
paragraph  (2), 


Revised  5-7-46  (Amendment  220) 


REGULA.TI0rJ5  OF  THE  U.  S. 


DEPARTLIENT  OF  AGRICULTURE 


Official  Records 


1539*  Pre3er7ation  of  Accounting  Records*  Chiefs  of  the  various 
bureaus  and  offices  shall  determine  the  accounting  and  fiscal  rec- 
ords to  be  maintained  in  their  accounting  offices  in  7/ashington, 

D,  C*  When  retention  of  these  records  and  supporting  documents  is 
no  longer  necessary,  they  may  be  di loosed  of  in  accordance  vdth 
the  provisions  of  Regulation  1534,  subpera^aph  (2)* 

Bureau  chiefs  may  also  deteimine  the  accounting  records  to  be  main- 
tained at  each  field  station,  office,  or  other  point  at  which  De- 
partmental work  is  conducted  through  the  year,  but  these  records 
must  include,  copies  of  the  following,  v^ich  shall  be  retained  for 
a period  of  at  least  five  years: 

1*  Copies  of  all  purchase  vouchers  issued  at  that  point  and  of 
supporting  dociaaents,  including  purchase  orders,  requisitions, 
copies  of  vendors*  invoices  unless  purchase  is  itemized  on  voucher, 
and  receiving  records; 

2o  Copies  of  all  payroll  vouchers  prepared  by  the  station  or 
office  and  of  supporting  documents,  including  time  reports  and 
time  books; 

3*  Copies  of  all  records  and  supporting  documents  pertaining  to 
collections  of  funds  including  receipts,  records  of  transmittal, 
certificates  of  deposit,  and  coupons,  certificates,  or  other 
documents  vdiich  form  the  basis  for  collections; 

4.  Copies  of  all  records  relating  to  sales,  exchanges,  or  dis- 
position otherwise  of  surplus  products  or  materials,  including 
prenumbsred  sales  slips,  production  records,  approved  exchanges, 
correspondence  relating  to  exchanges,  etc* 

After  retention  for  five  years,  these  field  records  nay  be  dis- 
posed of  in  accordance  v/ith  the  provsions  of  Regulation  1534, 
subparagraph  (2).  They  shall  be  maintained  accurately,  shall  be 
kept  current  at  all  times,  and  shall  be  kept  in  systematic  order 
for  auditing  purposes* 

No  account  or  record  shall  be  withdrawn  from  the  files  nor  shall 
copies  be  furnished  to  any  person  unless  approved  by  the  official 
in  charge  of  the  station  or  office. 

The  accounts  and  records  of  those  field  stations  or  offices  which 
are  operated  only'  a part  of  the  year  shall  be  forwarded  to  the 
bureau  in  V/ashington  or  to  some  other  designated  office  in  the  field 
for  safekeeping  at  such  times  as  the  official  in  charge  believes 
desirable, 

IVhen  a bureau  chief  desires  to  retain  any  accounting  records  in 
either  the  Vfeshington,  D.  C*,  offices  of  the  bureau  or  in  the  field 
for  a period  longer  than  five  years  and  such  retention  necessitates 
the  provision  of  additional  space  for  files,  the  Chief  of  the  Office 
of  Plant  and  Operations  may  request  from  the  bureau  a brief  report 
shovjing  the  necessity  for  keeping  the  files,  including  an  estimate 
of  the  period  of  tine  for  vjhich  their  retention  is  judged  to  be 
necessary. 


Revised  12-11-40  (Amendment  113) 


lEJITED  STATIS  DSPARTLENT  OF  .iGHI  CULTURE 
Office  of  the  Secretary 
V/ashington  25,  D,  C. 


August  6,  1946 


/J.21.T)i.Tr;IT  UO.  223  TO  IffiGULATIGi:S  OF  TilU  DE?^TLI1:T 


The  attached  revision  of  Regulation  1541,  Personal  Conduct,  is 
effective  innediately.  Changes  in  the  text  of  the  Regulation 
are  enclosed  in  asterisks. 


Secretary 


Renove : 

Page  1541  (revised  3-21-40— 

see  back  of  page) 

Insert: 


Page  1541  (revised  3-6-46) 


REGULf^TIQIC  OF  THE  U.  S.  DEPj^mEKT  OF  AGRICULTIES 


Conduct 


1541.  Personal  Conduct. 

1,  ^ It  is  the  duty  of  enployees  of  the  Departnient  to  serve 
the  people  v/ell  and  faithfully,  under  the  Constitution  and  the 
lavjs  of  the  L&aited  States,  and  to  adninister  these  lav.-s  and  the 
work  of  the  Liepartnent  impartially,  efficiently,  and  in  accord- 
ance ;vith  the  public  interest,  * 

2.  Employees  shall  not  at  any  tine  conduct  tijenselves  in  a 
manner  which  nieht  cause  enbarrassiaent  to  or  criticism  of  the 
Department  or  interfei-e  with  the  efficient  performance  of  their 
duties.  For  example,  enployees  of  the  Department  whose  duties 
require  the  enforcement  of  lav;s  or  re£julations  or  who  are  in  a 
position  to  award  or  influence  the  award  of  busijiess  or  to 

^ take  or  influence  the  taking  of  aiy  other  official  action 
v;hich  may  affect,  favorably  or  unfavorably,  any  person,  fim,  or 
corporation  should  not  accept  from  any  such  person,  firm,  or 
corporation  ^ any  favor,  (^ift,  loan,  unusual  discount,  gratui- 
tous service,  * entertainment,  * or  other  thing  of  value;  nor 
should  any  emplo3'’ee  of  the  Department  give  or  use  information 
acquired  by  means  of  his  official  position  to  advance  the  in- 
terests of  himself,  his  family,  his  business  associates,  or  his 
perf;onal  friends  over  those  of  other  persons,  * Acceptance  of 
courtesies  commonly  extended,  such  as  luncheon  or  dinner,  is  not 
intended  to  be  prohibited;  however,  bsfo2-e  accepting  even  such 
a courtesy,  employees  should  satisfy  themselves  that  it  y/ould 
not  result  in  embarrassment  to  the  Department  or  to  themselves,  * 
{See  also  Regulations  1545,  1549,  3317.) 

1542.  Political  Activity.  All  officers  and  anplcyces  of  tie 
Department  will  be  governed  with  respect  to  political  activity 
by  Personnel  Circular  17o,  84,  issued  by  direction  of  the 
Secretary  Jcoiuar:,'  16,  194U,  and  any  revisions  thereof  issued 
from  time  to  time.  References  in  Personnel  Circular  ho,  84  to 
this  regulation  should  be  ignored. 


Revised  8-6-46  (finendnent  223) 
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UNITED  STAOES  DEPARTMENT  OF  AGRICULTURE 
Office  of  the  Secretary 
Washington  25,  D«  C. 
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April  19,  1946 


AMaO)MENT  NO.  218  TO  THE  REGDLATIQKS  OF  THE  DEE>ARTMENT 


The  attached  revision  of  Regulation  1545,  Speculation, 
is  effective  immediately. 


Secretary 


REGDLmCfIS  OF  THE  U.  S.  DEEART5SENT  OF  A(3iICULTlRE 


Conduct 


1543.  Gifts  or  FaTors  from  Subordinates  Prohibited.  Ho  employee 
in  the  Department  shall  at  any  time  solicit  contributions  from 
other  employees  in  the  Department  for  a gift  or  present  to  anyone 
in  a superior  position;  nor  diall  any  such  official  or  clerical 
superior  receive  any  gift  or  present  offered  or  presented  to  him 
as  a contrib\it ion  fran  persons  in  the  employ  of  the  Department 
receiving  a less  salary  than  himself;  nor  shall  any  officer  or 
clerk  make  any  donation  as  a gift  or  present  to  any  official 
superior.  (109) 

No  employee  of  the  Department  shall  place  himself  under  obligation 
to  a subordinate  employee  by  borrowing  money,  directly  or  indirect^ 
ly,  frcmi  such  subo'rdinate  employee,  or  by  obtaining  the  signatiire 
of  a subordinate  employee  as  endorser  or  co-maker  of  a note  issued 
as  security  for  a loan. 

1544.  Confidential  Information.  All  verbal  or  written  infomation 
of  a confidential  nature  'sdaich  may  come  to  the  knowledge  of  an  an- 
ployee  must  be  neither  disclosed  nor  discussed  with  any  person  or 
persons  except  when  their  respective  official  duties  make  such  in- 
formation a proper  aibject  for  discussion. 

Ihenever  in  a private  ^.itigation,  the  value  of  the  testimony  of  an 
employee  of  the  Department  arises  from  the  knowledge  gained  in  an 
official  capacity  such  en5>loyee  shall  not  agree  to  appear  as  an 
"expert"  witness  unless  the  nature  of  the  testimony  it  is  proposed 
to  give  meets  the  approval  of  the  chief  of  the  bureau,  in  which  such 
enployee  is  aaployed  or  of  the  bureau  in  nMch  the  knowledge  was 
gained. 

Following  the  close  of  a public  hearing  with  respect  to  the  proposed 
issuance  of  an  order,  regulation,  or  other  administrative  determina- 
tion, and  prior  to  the  issuance  by  the  Secretary  of  such  order  regu- 
lation, or  other  administrative  determination,  no  officer  or  emplbyee 
of  the  Department  shall,  wltho\it  the  written  permission  of  the 
Secretary,  discuss  the  subject  matter  of  the  hearing,  or  any  matter 
relating  thereto,  with  any  interested  person  or  with  any  representa- 
tive of  an  interested  person:  Provided,  however,  that  this  Regula- 

tion shall  not  preclude  an  officer  or  employee  who  has  been  duly 
assigned  to,  or  who  has  supervision  over,  a proceeding  from  discus- 
sing with  interested  persons  or  their  representatives  matters  of 
procedure  in  connection  with  such  proceeding. 

1545.  ^ Speculation. 

1.  General.  No  officer  or  eBg>loyee  of  the  Departaaent  shall  partici- 
pate directly  or  indirectly  in  any  transaction  concerning  the  pur- 
chase or  sale  of  corporate  stocks  or  bonds,  commodities,  or  other 
property  for  spec\ilative  purposes,  if  such  action  might  tend  to  inter- 
fere with  the  proper  and  impartial  perfomance  of  his  duties  or  bring 
discredit  upon  the  Department.  Officers  and  employees  are  not  pro- 
hibited by  this  paragraph  from  making  bona  fide  investments.  * 


Revised  4-19-46  (Aaendment  218) 


REGUIATIONS  OF  OHE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Conduct 


1545.  (cent.)  ^ When  an  officer  or  employee  is  uncertain  as  to 
whether  a contemplated  transaction  is  prohibited  by  this  paragraph, 
he  should  consult  his  immediate  superior. 

2.  Speculation  in  Agricultural  Commodities.  Because  of  the  possible 
effect  of  certain  Department  programs  on  market  prices  and  futures 
trading,  speculation,  either  direct  or  indirect,  in  any  agricultural 
commodity  is  wholly  prohibited  in  the  case  of  officers  and  employees 
of  the  Department  concerned  in  any  way  with  the  administration  of  acts 
regulating  trading  in  commodities  for  future  delivery,  programs  for 
the  purchase  or  sale  of  commodities,  price  support  programs,  conmodity 
loan  programs,  or  other  programs  which  directly  affect  marlrat  prices  of 
agricultural  commodities.  (See  also  Regulation  1441) 

3.  Statutory  Proylsions. 

a.  Sugar  Act.  "Hb  person  shall,  while  acting  in  any  official  capacity 
in  the  administration  of  this  Act  ^^he  Sugar  Act  of  1937,  as  amende^ 
invest  or  speculate  in  sugar  or  liquid  sugar,  contracts  relating  there- 
to, or  the  stock  or  membership  interests  of  any  association  or  corpora- 
tion engaged  in  the  production  or  maauf  acturing  of  sugar  or  liquid 
sugar.  Any  person  violating  this  section  shall  upon  conviction  thereof 
be  fined  not  more  than  $10,000  or  imprisoned  not  more  than  tw>  years,  or 
both,"  (630-114) 

b.  Msirketing  Agreement  and  Crop  Insurance  Acts.  It  is  unlawftil  for  any 
person  while  acting  in  any  official  capacity  in  the  administration  of 
the  Agricultural  Marketing  Agreement  Act  or  the  Federal  Crop  Insurance 
Act,  as  amended,  to  speculate,  directly  or  indirectly,  in  any  agricul- 
tiural  commodity  or  product  thereof  to  which  these  acts  apply,  or  in  con- 
tracts relating  thereto,  or  in  the  stock  or  membership  interests  of  any 
association  or  coriJoration  engaged  in  handling,  processing,  or  disposing 
of  any  such  commodity  or  product.  Violation  of  this  provision  is  punish- 
able by  a fine  of  not  more  than  $10,000  or  imprisonment  for  not  more  than 
two  years,  or  both.  (630-21,  630-220) 

c.  Farm  Credit  Administration.  It  is  unlawful  for  any  officer  or  em- 
ployee of  the  Farm  Credit  Administration  to  speculate  directly  or  indi- 
rectly in  any  agricultural  commodity  or  product  thereof,  or  in  contracts 
relating  thereto,  or  in  the  stock  or  membership  Interests  of  any  associa- 
tion or  corporation  engaged  in  handling,  processing,  or  disposing  of  any 
such  coDiaodity  or  product.  Violation  of  this  provision  is  pxmlshable  by 

a fine  of  not  more  than  $10,000  or  Imprisonment  for  not  more  than  10  years, 
or  both.  (638-291) 

Speculation  on  Information  Required  to  be  Withheld  Until  a Fixed  Time. 

(See  Regulation  1441,  paragraph  5 c,  which  applies  to  all  officers  and 
en5)loyees  of  the  Department  and  which  prohibits  peculation  on  informa- 
tion required  to  be  withheld  from  publication  until  a fixed  time.) 

(See  also  Regulation  1541)  * 

Revised  4-19-46  (Amendment  218) 
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1546.  Indebtedness;  Action  on  Complaints 

1.  The  Department  will  not  permit  Itself  to  be  used  as  a collection 
agency  for  debts  owed  by  its  employees,  but  it  will  not  consider  as 
a fit  employee  anyone  who  without  adequate  reason  fails  to  pay  just 
debts  contracted  by  him.  When  a debt  complaint  is  received  by  the 
Department,  it  will  be  referred  for  acloiowledgaent ' to  the  bureau  in 
which  the  employee  concerned  is  located.  The  appropriate  bureau 
official  shall  obtain  a written  report  from  the  employee  against  whom 
the  complaint  has  been  made  which,  together  with  the  letter  of  com- 
plaint, shall  be  made  a part  of  the  employee’s  official  record  in  the 
bureau.  Every  effort  shall  be  made  in  the  bureau  to  arrive  at  a 
mutually  satisfactory  solution  of  the  matter,  and  in  those  cases  where 
the  chief  of  bureau  finds  that  the  debt  is  a just  one  and  that  the  em- 
ployee is  financially  able  to  liquidate  it,  either  by  a lump-svna  pay- 
ment or  by  installment  payments,  he  shall  notify  the  en5)loyee  to  that 
effect  and  instruct  him  to  make  a satisfactory  settlement. 

2.  If  the  employee  falls  to  Comply  with  such  instructions,  the  chief 
of  bureau  shall  recomaend  to  the  Secretary  such  disciplinary  action 
as  he  may  deem  appropriate.  If  the  validity  of  the  debt  is  question- 
able or  the  employee  proves  to  the  satisfaction  of  the  chief  of  bureau 
that  he  is  financially  unable  to  liquidate  the  indebtedness  or  to  make 
any  payments  thereon,  the  appropriate  bureau  official  shall  notify  the 
creditor  accordingly. 

3.  In  cases  -where  the  debt  has  been  induced  to  a judgment,  the  em- 
ployee concerned  will  be  required  to  satisfy  the  judgment  unless  he 
can  arrange  to  have  it  modified  or  set  aside,  or  unless  he  can  con- 
vince the  chief  of  bureau  that  the  circumstances  are  such  that  he  diould 
not  be  required  to  do  so. 

4.  Creditors  or  collectors  will  be  denied  access  to  en5)loyees  for  the 
purpose  of  presenting  or  collecting  claims  while  the  en5)loyees  are  on 
official  duty. 


Revised  1-8-44  (Amendment  179) 
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Conduct 


1548.  Outside  Work.  No  employee  of  the  Department  shall  perform 
or  be  engaged  in  any  work  on  his  own  behalf  or  for  private  individ- 
uals, firms,  companies,  organizations,  or  institutions: 

1.  If  the  outside  work  will  prevent  the  employee  from  rendering 
full  time  service  to  the  Department. 

2.  If  the  efficiency  of  the  employee  may  be  impaired  by  the  per- 
formance of  the  outside  duties,  that  is,  where  the  outside  duties 
are  of  such  an  onerous  or  fatiguing  nature  as  to  injure  his  health 
or  to  prevent  him  from  doing  his  best  work  during  official  hours. 

3.  If  the  work  to  be  done  in  a private  capacity  may  be  construed 
by  the  public  to  be  the  official  acts  of  the  Department,  except  that 
employees  of  the  Department  may  peimit  the  use  of  their  names  and 
titles  as  by-lines  on  articles  which  they  prepare  for  publication 
by  farm  magazines  and  other  periodicals,  provided  that  the  articles 
have  been  prepared  and  approved  in  accordance  with  the  provisions  of 
other  Department  Regulations. 

4.  If  the  business  connections  to  be  established  or  property  inter- 
ests to  be  acquired  may  result  in  a conflict  between  the  private 
interest  of  the  employee  and  his  official  duty  or  tend  to  bias  his 
judgment . 

5.  If  the  doing  of  such  work  may  involve  the  use  of  information 
secured  as  the  result  of  employment  in  the  Department  to  the  detri- 
ment of  the  public  service. 

6.  If  such  employment  may  tend  to  bring  criticism  on  the  Department 
or  cause  embarrassment. 

7.  If  the  work  relates  to  a Tvritten  discussion  of  policies  or  offi- 
cial work  of  the  Department  except  as  authorized  by  these  Regula- 
tions. 

8.  If  the  work  involves  teaching,  except  as  permitted  by  the  provi- 
sions of  Personnel  Circular  No.  80  and  any  supplements  thereto  which 
have  been  or  may  be  issued  from  time  to  time  by  the  Director  of 
Personnel, 

9.  If  the  work  involves  participating  in  the  establishment  of  any 
general  farm  organization^  acting  as  organizer  for  any  such  general 
farm  organization,  or  holding  any  other  office  therein;  acting  as 
financial  or  business  agent  for  any  general  farm  organization;  or 
participating  in  any  way  in  ary  membership  campaign  or  other  activ- 
ity designed  to  recruit  members  for  any  such  organization.  (This 
provision  shall  be  construed  in  accordance  with  Secretary*  s Maao- 
randum  No,  893.) 

10.  If  the  work  involves  the  acceptance  by  the  employee  of  office 
in,  or  the  granting  of  permission  to  use  his  name  in  the  advertising 
matter  of,  organizations  commercializing  the  results  of  research 
work  conducted  by-  the  Department,  irrespective  of  any  merits  vrtiich 
such  enterprises  may  appear  to  possess. 
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^SHINGTON 


AMEWHIENT  TO  THE  RBGUUTIONS 


Amenctaient  No.  123  April  16,  1941 

There  appears  on  the  reverse  of  this  page  a revision  of  Department 
Regolation  1548,  entitled  "Oot^de  Work,"  nhich  is  prootalgated 
effective  imnediately. 

Paragraph  3 has  been  changed  to  penoit  employees  of  the  Department 
to  use  their  names  and  titles  as  by-lines  on  articles  published  in 
farm  magazines  aiid  other  periodLcals.  A paragra]^  dealing  nith  the 
activities  of  Department  officers  and  eraiG.oyees  nith  relati<m  to 
general  farm  organizaticms  has  been  added.  The  provision  relating 
to  teaching  has  be^  changed  to  include  a reference  to  Personnel 
Circalar  No.  80  and  supplements  thereto,  issued  by  the  Director  of 
Personnel.  The  provision  nith  the  relation  of  employees  to 

organizations  commercializing  the  results  of  research  work  conducted 
by  the  Department  has  been  rephrased. 

No  change  in  the  Table  of  Contents  is  necessazy.  The  foUofdng 
changes  should  be  made  in  the  Index: 

Deletions; 


Civil  Service,  examinations,  preparation  for  1548 

Additions; 

Articles,  for  fam  publications  — - --  1548 

outside  publication 1548 

Commercial  orgtmlsatiofns,  relations  of  employees  1548 

Employees,  participatian  in  advertisements  1548 

use  of  names  nith  articles  for  farm  pwblication  - - 15^ 

F!am  organizations,  relations  of  emidoyees 1548 

5hm  publications,  articles  by  en^oyees  1548 

Organizations,  ccnnaercial 15^ 

farm  1548 

l^blications,  fam,  articles  by  em^qyees 1548 

Work,  outside,  employe  performance,  restrictions  - ~ 1548 
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1549,  * Interested  Persona  Not  to  Transact  Gtoverriment  Business. 

No  officer,  enQ)loyee,  or  agent  of  the  United  States  shall  transact 
business  of  the  Government  with  any  corporation,  joint  stock  com- 
pany, association,  or  fim  if  he  is  an  officer  or  agent  of  such 
corporation,  joint  stock  company,  or  association  or  if  he  is  a 
member  or  agent  of  such  firm,  or  is  directly  or  indirectly  interest- 
ed in  the  pecuniary  profits  or  contracts  of  such  corporation,  joint 
stock  company,  association,  or  firm.  This  is  a statutory  provision, 
violation  of  which  is  punishable  by  a fine  of  not  more  than  $2,000 
and  Imprisonment  for  not  more  than  two  years.  (1235)  (See  also 
Regulations  1582  and  3317,  "Personal  Interest  in  Contracts,")  * 


Revised  3-11-46  (Amendment  217) 
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PUBLIC  HEALTH  PROTECTION 


1551,  Employees  Afflicted  with  Contagious 
Disease.-  Any  employee  afflicted  with  a conta- 
gious disease,  or  who  resides  in  any  dwelling  in 
which  a contagious  disease  exists,  is  prohibited 
from  entering  any  building  of  the  Department  un- 
til a satisfactory  medical  certificate  has  been 
presented  to  the  appropriate  administrative  of- 
ficer of  the  Department. 


1552.  Pulmonary  Tuberculosis . - Whenever 
an  employee  is  known  or  believed  to  be  afflict- 
ed with  pulmonary  tuberculosis,  the  case  shall 
be  brought  to  the  attention  of  the  director  of 
personnel  of  the  Department,  who  will  prepare 
an  order  for  the  employee  to  present  himself  or 
herself  to  the  Public  Health  Service  for  exami- 
nation, and  to  submit  to  the  Department  from 
the  Public  Health  Service  a certificate  showing 
the  result  of  the  examination.  If  the  Public 
Health  Service  reports  that  the  employee  exam- 
ined is  suffering  from  pulmonary  tuber ctilos is, 
the  case  shall  be  handled  as  circumstances  may 
require,  by  a temporary  separation  from  the 
service,  segregation  of  the  employee,  or  other- 
wise. 


1553*  Employees  Injured  in  Performance  of 
Duty.-  The  United  States  Employees’  Compensa- 
tion Commission  undertakes  to  distribute  its 
regulations,  circulars,  and  lists  of  physicians 
to  all  branches.  Officials  of  the  Department 
responsible  for  handling  the  cases  of  employees 
injured  while  in  the  performance  of  duty,  both 
in  the  District  of  Columbia  and  in  the  field, 
shall  keep  posted  as  to  the  requirements  of  the 
commission,  and  locate  from  the  commission’s 
lists,  copies  of  which  should  be  secured  direct 
from  the  commission  if  not  already  on  hand,  the 
designated  physicians  and  hospitals.  Changes  in 
the  lists  of  designated  physicians  will  be  re- 
ported to  all  branches  by  the  Compensation 
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WASHINGTON 

September  23,  1938 


AMENDMENT  TO  THE  REGULATIONS 


Amendment  No.  73. 


A revision  of  regulation  1552,  entitled 
"Pulmonary  Tuberculosis,"  appears  on  the  reverse 
side  of  this  sheet.  The  primary  reason  for 
this  revision  is  that  the  regulation  relates  to 
a personnel  problem,  and,  therefore,  the  ad- 
ministration of  same  should  come  under  the 
jurisdiction  of  the  director  of  personnel. 

The  provisions  of  the  regulation,  as  re- 
vised, are  promulgated  effective  immediately. 

Inasmuch  as  this  subject  has  been  included 
in  the  Table  of  Contents  and  the  Index,  no  addi- 
tion need  be  made  to  these  sections. 

Acting  Secretary. 
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1555  (cont«)  Coamiseion.  The  officiitl  superlor*a  reaponeibillty 
does  not  end  until  a designated  physician  has  charge  of  the  case* 

2,  In  all  cases  of  injury  where  the  emergency  is  such  as  to  re- 
quire it,  any  physician  licensed  to  practice  medicine  and  surgery 
under  the  State  law  may  be  called  for  first  aid  treatment,  but 
further  treatment,  if  required,  must  be  obtained  from  a I&iited 
States  medical  officer  or  hospital  if  practicable,  otherwise  from 
a "designated”  physician,  if  there  is  one* 

1554.  Saergency  Medical  Attendance  in  Uie  District  of  Columbia. 

* (Canceled  February  16,  1944.  Instructions  with  regard  to  esmrgency 
Bsdical  treatment  for  e^loyees  in  the  District  of  Columbia  are  to 
be  found  in  Personnel  Circular  No.  76  (Rerisicm  I)*.)  ♦ 

1555.  # Transportation  of  Injured  Employees  * 

1,  » Transportation  Allowable*  TIm  IMited  States  Employees*  Com- 

pensation Commission  is  authorized  by  law  to  make  reimbursement 
for  expenses  incurred  in  the  transportation  of  Ikiited  States  em- 
ployees injured  in  the  performance  of  official  duty,  or  of  the 
bodies  when  such  injury  causes  death.  The  rules  and  regulations 
governing  such  reimbursements  are  found  in  the  regulations  and 
other  published  materials  of  the  Commission,  but  for  the  general 
information  and  guidance  of  employees  of  the  Department,  some  of 
the  principal  items  allowable  are  summarized  here* 

a.  Injured  Bnployees*  An  employee  who  is  injured  irtiile  performing 
his  official  duties  may  be  furnished  with  the  means  of  obtaining 
transportation  and  may  be  reimbursed  for  expense  incident  to  securing 
treatment  of  a condition  resulting  from  injury,  liien  examination  or 
treatment  is  authorized  in  accordance  with  the  provisions  of  the  Com- 
pensation Act  and  the  regulations  of  the  Ikiited  States  Baployees* 
Compensation  Commission,  and  such  expense,  in  the  opinion  of  the  Com- 
mission, is  necessary  and  reasonable*  Reimbursement  may  also  be  made 
for  traveling  expenses  of  an  attendant  idien,  in  the  opinion  of  the 
Commission,  it  has  been  shom  that  an  attendant  is  necessary*  (259) 

b.  Deceased  Eaployees*  If,  within  six  years  I^oa  the  date  of 
injury,  an  employee  whose  hoM  is  in  the  Ibited  States  dies  liiile 
away  from  his  official  station  or  outside  the  United  States,  as  a 
result  of  injuries  received  in  the  performance  of  official  duty, 
the  United  States  Ssployees*  Compensation  Connission  is  authorised 
to  make  reimbursement  for  the  necessary  and  reasonable  expenses 
for  transporting  the  remains  of  the  employee  to  his  hone.  This  is 
in  addition  to  the  payment  of  reasonable  burial  esqpenses,  not  to 
exceed  |2CX).  Ihen  required  for  transportation  of  the  body,  expenses 
for  embalming  and  for  a hermetically  sealed  casket  may  also  be 
authorized.  Reimbursement  will  not  be  made  for  Pullman,  subsis- 
tence, or  other  expenses  of  a person  traveling  on  a ticket  issued 
for  corpse  escort*  (261)  ♦ 

2*  e Use  of  Qovemment  Forms  to  Secure  Transportation.  Govern- 
ment transportation  requests  or  bills  of  lading  may  be  used  to 
provide  for  transportation  of  employees  injured  in  the  performance 
of  official  duty  or  of  their  bodies  wbmi  death  is  the  result  of 
such  injury.  Claims  for  reimbursement  of  transportation  ejqpenses 
properly  allowable  by  the  Commission  are  in  no  way  prejudiced  by 
failure  to  use  Government  transportation  forms. 

a.  Injured  Bnployees*  Transportation  requests,  idien  used  to 
provide  for  the  transportation  of  an  injured  employee  or  his 


Revised  2-25-44  (Amendment  185) 


1 


REGUIATIONS  OF  THE  U.  3.  DEPAHTMEUT  OF  AGRICULTURE 
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1555  (cont. ) attendant,  should  contain  instructions  to  bill  the 
United  States  Bnployees’  Compensation  Commission,  285  Madison 
Avenue,  New  York,  N.  Y,  The  name  of  the  in^jured  employee  must  be 
noted  on  requests  and  on  memorandimi  copies  so  that  the  compensa- 
tion case  can  be  identified* 

Transportation 'requests  shall  not  be  used  to  provide  transporta- 
tion In  cases  of  illness  or  occupational  disease*  In  such  cases, 

accounts  for  expenses  incurred  should  be  submitted  to  the  Commis-  ^ * I 

Sion  for  consideration  in  connection  with  the  claim  for  compensa-  ^ 1 

tion.  II 

b*  Deceased  Bnployees*  Authority  must  be  secured  from  the  United 
States  Bnployees * Con5>ensation  Conmission  for  the  use  of  Government 
transportation  requests  or  bills  of  lading  for  the  transportation 
of  an  employee's  remains  to  his  home*  A sufficient  statement  of 

the  facts  should  be  furnished  the  Commission  showirxg  that  such  . 

transportation  is  necessary  and  desirable  and  providing  informa- 
tion as  to  when,  where,  and  under  what  circumstances  the  employee 
was  injured,  place  of  death,  distance  from  place  of  injury  to 
place  where  death  occurred,  official  station,  home,  and  whether 

the  employee*  s relatives  have  requested  the  transportation  of  his  , 

body  to  his  home*  Official  reports  on  Forms  C.A.  2 and  C,A.  3 should 
be  forwarded  to  the  Commission  immediately  in  all  cases  of  death. 

If  transportation  of  the  remains  is  authorized  by  the  Commission, 
a Government  bill  of  lading  with  instructions  to  bill  the  United 
States  Qnployees*  Conqjersation  Commission,  285  Madison  Avenue,  New 

York,  N.  Y.,  may  be  used  for  transportation  by  eiopress.  If  express  j 

shipnent  is  impossible,  or  if  a relative  desires  to  accompany  the  ' 
body,  the  remains  may  be  transported  as  baggage  on  a transporta- 
tion request  issued  to  cover  the  two  fares  required,  with  billing 
instructions  as  indicated  above* 

1556*  Smoking*  ^ (Cai ceded*  See  Regulation  1723*)  ^ 
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l56l.  ^ Inventions  by  anployees  of  the  Department. 

1.  Patent  Manual.  Detailed  suppleiaental  information  regarding  patents 
will  be  found  in  "Patent  Manual  for  Baployees  of  the  United  States  De- 
partment of  Agriculture,"  Miscellaneous  Publication  No.  55l>  idiich  can 
be  obtained  from  the  Office  of  Informatics. 

2.  Purpose.  The  purpose  of  this  regulation  is  to  secure  for  the  people 
of  the  United  States  the  benefit  of  inventions  made  by  employees  of  tl» 
D^rtaait  when  these  inventions  are  developed  throng  the  expenditure 
of  public  funds,  and  to  define  the  rights  and  obligations  of  esgiloyees 
who  make  invoiitions.  The  word  "inv^tion"  as  used  in  this  regulation  in- 
cludes inventicxxs  and  discoveries  which  may  be  of  a patentable  nature. 

3.  Dedication  or  Assignment,  Bien  Required. 

a.  Domestic  Rights.  Any  invention  made  by  an  employee  of  the  DepairtaeBt 
which  (l)  falls  within  the  assigned  duties  of  the  ei^oyee  or  (2)  was 
developed  with  the  substantial  use  of  Government  time,  funds,  expendable 
materials,  or  uxqrablished  information  shall  either  be  dedicated  to  the 
public  or,  in  the  event  that  it  is  desirable  to  retain  control  of  the  in- 
vention in  the  Department,  shall  be  assigned  to  the  United  States  as  repre- 
sented by  the  Secretary.  The  fact  that  an  idea  which  leads  to  an  inven- 
tion occurs  to  an  employee  when  he  is  on  duty  shall  not  in  itself  be 
sufficient  to  require  such  dedication  or  assignment. 

b.  Foreigi  Rl^ts.  Any  invention  made  by  an  ei^loyce  of  the  Department 
which,  under  the  provisions  of  subparagraph  a of  this  paragrapdi,  is  sub- 
ject to  dedication  to  the  public  or  aissignment  to  the  United  States,  is 
also  subject  to  the  right  of  the  United  States  as  represented  by  the 
Department  to  require  an  assignaait  of  foreign  rights  in  the  invention 
and  of  any  foreign  patents  obtained  thereem,  (See  Regulation  1562.) 

ii.  Ret^^on  of  Commercial  R^hts  by  Inven'^.  An  ea5>loyee  may  retain 
cosmercial  rights  to  an  invention  he  has  made  if  it  does  not  come  within 
the  provisions  of  paragraph  3* 

5*  Pr^edure  in  Case  of  Dedication  or  Assignment  When  Inventor  Does  Hot 
Claim  domercial  Rights.  If  an  Invention  m^e  by  an  eaplqyee  of  the  De- 
partment is  to  be  dedicated  to  the  public  or  assigned  to  the  United  States 
(the  inventor  not  claiming  cosnercial  rights),  he  should  sul»it  to  his 
inBiediate  superior  a statement  to  this  effect,  together  with  the  informa- 
tion regarding  the  invention  specified  in  "Patent  Manual  for  &ployeee 
of  the  United  States  DepartmCTt  of  Agriculture."  The  inventor's  immediate 
superior  shall  prcanptly  submit  the  information,  throu^  bureau  channels, 
to  the  chief  of  the  bureau  for  transmission  to  the  Solicitor  with  a 
recCToendaticm  as  to  whether  the  inventi<m  should  be  dedicated  to  the 
public  or  assigned  to  the  United  States  and  a statement  as  to  whether  the 
invention  is  liable  to  be  used  in  the  public  Interest.  If  it  is  con- 
cluded that  a patent  application  is  to  be  filed,  the  Solicitor  will  pre- 
pare the  application  and  prosecute  it  before  the  Patent  Office. 

6.  Deteminaticn  by  Solicitor  Ihen  Inventor  Claims  Comaercial  Rights. 

a.  Submission  of  Inventions  to  Solicitor,  Ihen  Required.  Unless  -Uje 
inventor  elects  to  dedicate  the  invention  to  the  public  or  assign  it  to 
the  Ifaited  States,  every  invention  made  by  an  ej^loyee  of  the  Department 
which  (1)  was  developed  with  the  use,  to  whatever  extent,  of  Govenumnt 
time,  funds,  materials,  facilities,  or  m^pioblished  information,  or 
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l56l  (coni*  1)  ^ (2)  falls  within  the  assigned  duties  of  the  enqployee^ 

shall  be  submitted  to  the  Solicitor,  through  the  inventor's  inunediate 
siqperior  and  the  chief  of  the  bureau.  In  case  of  doubt  as  to  whether  an 
invention  should  be  so  submitted^  the  matter  should  be  referred  to  the 
Solicitor. 

b.  Information  To  Be  Submitted  by  Inventor.  The  following  infomation 
shall  be  given  by  the  inventor: 

(1) o  The  information  regarding  the  invention  specified  in  the 
"Patent  Manual  for  Baployees  of  the  United  States  Department 
of  Agriculture." 

(2) .  A detailed  statement  of  the  circumstances  under  which  the 
invention  was  made  and  the  extent  to  which  he  used  Government 
facilities,  materials,  time,  funds,  or  unpublished  information 
in  developing  the  invention. 

(3) .  ^ statement  of  his  duties  and  their  relation  to  the  in- 

vention. 

(U).  A statement  explaining  why  he  believes  he  is  entitled  to 
commercial  rights  to  the  invention. 

(5) o  A statement  as  to  whether  or  not  he  wishes  to  obtain  a 
patent  under  the  provisions  of  the  Act  of  March  3,  1883,  as 
amended.  (See  paragraph  ?•) 

(6) .  His  full  name  and  residence  address, 

c.  &xbmission  by  Chief  of  Bureau.  The  chief  of  the  bureau  slmll  promptly 
submit  to  the  Solicitor  the  statements  prepared  by  the  inventor,  together 
with  a statement  as  to  whether  the  facts  given  by  the  inventor  under  para- 
graph 6 b (2)  and  (3)  ^pear  to  be  correct  and  any  additional  information 
regarding  the  circumstances  under  which  the  invention  was  conceived  and 
developed  which  will  be  helpful  in  determining  whether  the  inventor  is  en- 
titled to  retain  commercial  rights.  The  chief  of  the  bureau  shall  also 
submit  a statement  of  his  views  as  to  the  ownership  of  the  invention  and, 
if  it  is  foiaid  to  belong  to  the  United  States,  whether  the  patent  should 
be  dedicated  to  the  public  or  assigned  to  the  United  States,  and  whether 
it  is  liable  to  be  used  in  the  public  interest. 

d.  ♦ Determination  by  Solicitor.  The  Solicitor  shall  impartially  de- 
termine  wiiether,  under  this  regulation,  the  invention  is  required  to  be 
dedicated  to  the  public  or  eissigned  to  the  United  States  or  whether  the 
inventor  is  entitled  to  retain  conmercial  rights,  and  shall  notify  the 
chief  of  the  bureau  and  the  inventor  of  the  determination.  Either  the 
inventor  or  the  chief  of  the  bureau  may,  within  thirty  days  of  .receipt 
Of  such  notification,  request  the  Solicitor  to  reconsider  the  determina- 
ticn*  Nothing  in  this  regulation  shall  be  taken  to  render  the  finding 
of  the  Solicitor  conclusive  in  any  proceeding  instituted  in  the  courts 
to  determine  the  respective  rights  of  the  Government  and  the  inventor. 

7.  Procedure  VMhen  Bnployee  Is  Entitled  To  Retain  Commercial  Rights. 

If  the  inventor  is  entitled  to  retain  commercial  rights,  he  may  file  an 
application  for  a patent  directly  with  the  Patent  Office  in  the  same 
manner  as  any  private  person  or,  if  the  invention  is  liable  to  be  used 
in  the  public  interest,  may  request  the  Solicitor,  through  the  chief  of 
the  bureau,  to  file  an  application  for  a patent  under  the  Act  of  March 
3,  1883,  as  amended  by  the  Act  of  AprU  30,  1928  (35  U.S.C.  U5).  ^ 
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1561  (coot.  2)  These  acts  authorize  the  Conmissioner  of  Patents  to 
grant  a patent  to  any  employee  of  the  Government  for  an  invention  uhlch 
he  has  made,  without  payment  of  any  fee,  when  the  head  of  the  Depart- 
ment certifies  that  the  Invention  is  used  or  is  liable  to  be  used  in 
the  public  interest.  However,  as  to  any  invention  an  application  for 
idiich  is  filed  undo:  the  Act  of  liarch  3»  1883>  as  amended,  the  inventor 
agrees  that  the  invention  may  bo  manufactured  and  used  by  or  for  the 
GoverxBient  throughout  the  world  for  governmental  purposes  without  pay- 
ing him  any  royalty* 

8,  Certification  to  the  Commissioner  of  Patents*  The  Administrator 
and  the  Assistant  Administrator  of  the  Agricultural  Research  Adminis- 
tration are  authorized  to  sign  letters  and  certifications  addressed  to 
the  CttOBissitmer  of  Pat«3ts  transmitting  patent  applications  and  certify- 
ing that  the  inventions  involved  are  used  or  liable  to  be  used  in  the 
public  interest,  and  to  all  other  facts  necessary  to  entitle  the  applica- 
tions to  consideration  \mder  the  provisions  of  the  Act  of  March  3«  1863, 
ais  amended, 

9»  Promptness  in  Handling*  Bureau  transmissions  to  the  Solicitor  and 
other  transmissions  involving  inventions  which  may  be  patented  must  be 
made  promptly.  The  purpose  of  this  reqiiirement  is  to  avoid  delay  irtiich 
mi^t  Jeopardize  title  to  the  invention  or  otherwise  injure  the  in- 
ventor’s or  the  Government's  rights.  In  order  to  obtain  the  advantages 
of  an  early  filing  date,  final  determination  as  to  whether  the  inventor 
is  entitled  to  retain  comercial  rights  may  be  subsequent  to  the  filing 
of  the  application  in  the  Patent  Office. 

10*  Condition  of  Eng)loymaat,  This  regulation  shall  be  a condition  of 
e&ployment  of  all  employees  of  the  Department* 

1562,  Fbrelgn  Patents  on  Inventions  by  Bnployees  of  the  Department* 

1.  Submission  to  Department  of  Comoierce*  In  order  to  provide  for  the 
protrotion  abroad  of  inventions  resulting  from  research  financed  by  the 
ejq)enditure  of  appropriations  of  this  Department,  in  accordance  with 
EKecutive  Order  9865,  all  such  inventions  in  which  the  Government  of  the 
United  States  has  acquired  or  hereafter  acqtiires  the  right  to  file 
foreign  patent  applications,  whether  by  virtue  of  ownership  of  the  in- 
vention, transfer,  or  export  control,  or  under  the  provisions  of  Regula- 
tion 1561  or  otherwise,  will  be  submitted  to  the  Department  of  Commerce 
by  the  Secretary  with  a recommendation  in  each  case  as  to  whether  patent 
protection  abroad  should  or  should  not  be  sought  on  behalf  of  the  United 
States,  Whenever  such  protection  is  recommended  in  any  particular  case, 
the  submission  to  the  Department  of  Commerce  shall  include  fiurther 
recommendaticcs  as  to  the  specific  foreign  jurisdiction  or  jurisdictions 
in  iddnh  the  protection  should  be  sought  and  indicate  what  is  known  of 
the  immediate  or  future  industrial,  comercial,  or  .other  value  of  the 
invention  concerned,  including  its  value  to  public  health, 

2,  Restrictiops  an  Filing  ApplicatiOTis,  No  officer  or  employee  of  this 
D^jairtment  shall  file  or  ^use  to  be  filed  on  such  invOTtion  any  foreign 
application  for  patent  (except  cxi  behalf  of  and  at  the  direction  of  the 
Govenuoent)  or  take  any  steps  to  preclixie  the  filing  of  an  applicaticm 
on  behalf  of  the  Government,  unless  the  Government's  rig^t  to  file  such 
application  has  be&a  abandoned,  provided  that  such  application  may  be 
filed  within  the  limitations  of  time  set  by  law  in  order  to  safeguard 
the  right  to  obtain  a patent  thereon,  but  the  application  shall  be  main- 
tained or  a patent  accepted  thereafter  only  in  the  event  the  Government 
abaadms  its  right  to  file  such  an  applicati^,  ^ 
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1562  (cent,  1) 

^3-  Abandoximent  by  the  Government  of  Right  To  File*  The  Government's 
right  to  file  a foreign  application  for  patent  shall  not  be  construed  a^ 
having  become  abandoned  unless  (1)  the  agency  of  the  Department  of  Commerce 
having  the  responsibility  for  deciding  the  question  declares  that  it  is 
the  intention  of  the  Government  not  to  file  the  foreign  application;  or 
(2)  the  limitations  of  time  set  by  law  for  the  filing  of  such  application 
for  patent  have  expired. 

1563  o Plant  Patesits, 

1.  General  Policyo  Plants  developed  with  the  use  of  Government  time, 
funds,  materials,  or  unpublished  information  shall  not  be  patented  in  this 
country, 

2.  Enployees  Not  To  Assist  ^ Preparation  or  Prosecution  of  Applications. 

No  Qupioyee  ot  the  Department  shall  assist  any  person  in  preparing  or 
prosecuting  an  application  for  a plant  patent.  The  Department  cannot  ad- 
vise members  of  the  public  as  to  the  novel  1y  of  an  alleged  invention. 

Inquiries  with  respect  to  plant  patents  are  to  be  referred  to  the  Com- 
missioner of  Patents, 

3.  Review  of  Applications  for  Plant  Patents.  The  Chief  of  the  Bureau 
of  Plant  industry.  Soils,  and '^^ricultural  ^gineering  is  authorized  to 
review  applications  for  plant  patents  referred  to  him  by  the  Consnissioner 
of  Patents  and  to  furnish  the  Conanissioner  such  pertinent  information 

as  is  available  in  the  Department.  (Executive  Order  Ko«  5U6U) 

156U*  Requests  to  Patent  Office  to  fopedite  Patents » 

1.  The  Rules  of  Practice  in  the  United  States  Patent  Office  provide  for 
expediting  consideration  of  applications  for  patents  vSiich  are  of  peculiar 
importance  to  the  public  service,  upon  the  request  of  department  heads,  ^ 

2.  Bureaus  receiving  requests  from  persons  outside  the  Department  that 
the  Gonmissioner  of  Patents  be  asked  to  exp^iite  consideration  of  ap- 
plications for  patents  pending  before  him  shall,  before  taking  any  further 
action  in  the  matter,  call  upon  the  person  making  the  request  for  a complete 
description  of  the  article  or  process  and  its  uses,  together  with  the  serial 
nua^er  of  the  application  for  patent.  Upon  receipt  of  this  information  the 
bureau  interested  shall  deteraine  whether  the  article  or  process,  if  patented, 
will  be  of  peculiar  importance  to  the  Department,  or  to  the  agricultural 
industry,  and  whether  the  iamsdiate  consideratix»n  of  the  application  and 
issuance  of  the  patent  will  be  of  advantage  to  the  Department  in  the  prose- 
cution of  its  work, 

3.  ^ If  such  a request  is  thought  to  be  justified,  a letter  shall  be  pre- 
pared for  the  signature  of  the  Adninistrator,  Agricultural  Research  Ad- 
ministration, asking  the  Coiaaissi  oner  of  Patents  to  expedite  consideration 
of  the  ^plication,  explaining  the  reasons  for  the  recjiest,  and  designat- 
ing an  employee  of  the  Office  of  the  Solicitor  to  rq>res®it  the  Department 
before  the  Commissioner,  (35  U.S.C.  U3») 

1565 • Inventions  and  Patent  Applicatiens  To  Be  Kept  Confidential.  Bn- 
ployees  who  handle  or  obtain  infornation  regarding  inventions  which  may  be 
patented  or  pending  applications  for  patents  must  keep  such  information 
strictly  confidential.  No  information  regarding  any  application  or  the 
subject  matter  thereof  shall  be  revealed  except  as  officially  required, 

1566,  Llcensesc  The  Administrator  and  the  Assistant  Administrator  of  the 
Agriciiltural  Research  Administration  are  authorized  to  sign  on  behalf  of  the 
United  States  licenses  issued  under  patent  applications  and  letters  patent 
controlled  by  the  United  States  Department  of  Agriculture,  ^ 
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1571.  ^ Uniformity  in  Signs,  Building  Directories,  Etc. 

1.  On  signs,  building  directories,  lettering  on  doors  or  windows, 
etc.,  identiiying  the  location  of  offices  and  activities  of  the  De- 
partment (elsewhere  than  in  the  Mstrict  of  Columbia),  the  words 
"U.  S.  Depar-bnent  of  Agriculture”  shall  come  first  in  letters  not 
smaller  or  less  conspicuous  than  are  \ised  for  any  other  wording. 
Exceptions  to  this  policy  may  be  made  only  when  clearly  justified 
by  special  circumstances  and  when  authorized  by  the  Chief,  Office 
of  Plant  and  Operations.  Such  signs,  directories,  etc.,  shall  be 
kept  current. 

2.  This  regulation  does  not  apply  to  signs  identifying  activities 
carried  on  cooperatively  with  a State  agency.  ^ 

1572.  Identification  Cards.  Identification  cards  may  be  is- 
sued by  authorized  bureau  officials  and  shall  be  issued  to  em- 
ployees who  request  them.  The  standard  Department  of  Agriculture 
identification  card.  Form  AD-^U,  should  be  used.  However,  in  the 
case  of  employees  working  intermittently  or  for  short  periods, 
cards  may  be  issued  at  the  discretion  of  bureau  officials.  When 
an  employee  to  whom  an  identification  card  has  been  issued  leaves 
the  service  of  the  bureau,  the  card  should  be  recalled  ty  the  is- 
suing office  for  cancellation,  in  order  to  prevent  possible  misuse. 
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1573.  Membership  in  Military  or  Naval  Organizations 

le  Bnployees  of  the  Department  are  authorized  to  accept  appoint- 
ments as  officers  in  the  Amy  of  the  United  States,  Naval  Reserve, 
or  Marine  Corps  Reserve,  provided  such  appointments  are  approved 
by  the  chief  of  the  bureau,  or  office  concerned,  or  by  such  officer 
or  officers  as  he  may  designate  for  the  purpose.  Before  refusing 
to  grant  such  approval,  bureaus  and  offices  shall  sec\ire  the  con- 
currence of  the  Director  of  Personnel. 

2.  No  restrictions  are  imposed  by  the  Department  on  membership  in 
other  Federal  or  State  military  or  naval  organizations. 

157U.  Official  Badge 

1,  Official  badges  of  this  Department  may  be  issued  to  employees 
for  identification  purposes  only. 

2,  Biu*eaus  will  purchase  from  their  appropriations  such  badges  as 
may  be  necessary  to  meet  their  requirements,  but  before  placing  ary 
order  for  dies  a drawing  of  the  proposed  badge  will  be  sutanitted 
for  approval  to  the  Chief,  Office  of  Plant  and  Operations,  together 
with  specifications  describing  material,  size,  shape,  and  insignia. 

3,  Each  bureau  shall  maintain  records  of  the  distribution  of  its 
badges,  showing  the  name  of  each  employee  who  has  a badge.  Badges 
must  be  returned  when  enployees  leave  the  service  of  the  bureau  or 
for  any  other  reason  are  no  longer  entitled  to  wear  them. 

1575.  Display  of  Advertising  Matter.  ♦ (Canceled,  See  Regulation 
1722,)  ♦ 

1576.  Articles  Lost  or  Found.  Personal  articles  fovind  in  Depart- 
ment buildings  or  premises  in  the  District  of  Columbia  are  to  be 
delivered  to  the  Guard  Office.  Persons  ^o  lose  such  articles 
should  notify  the  Guard  Office.  If  there  is  any  reason  for  sus- 
pecting theft,  the  matter  should  be  reported  at  once  to  the  Office 
of  Plant  and  Operations, 

1577.  ♦ Contributions;  Sale  of  Tickets;  Admission  Charges, 

1.  Circulation  of  subscription  lists,  or  other  methods  of  solicit- 
ing or  collecting  voluntary  contributions  from  employees  in  the  De- 
partment in  Washington,  will  not  be  permitted  unless  prior  approval 

is  granted  in  writing  by  the  Director  of  Personnel,  At  field  stations 
or  offices,  the  consent  of  the  head  of  the  station  or  office  must  be 
secured  before  the  solicitation  or  collection  of  contributions  may 
be  made.  This  regulation  does  not  apply  to  voluntary  donations  by 
groups  of  employees  for  the  purchase  of  gifts  or  flowers  in  the  case 
of  the  marriage,  illness,  death,  retirement,  etc,,  of  a fellow  em- 
ployee, (See,  however.  Regulations  15U3>  "Gifts  or.  Favors  frcai 
Subordinates  Prohibited.") 

2.  ^ The  sale  of  tickets  in  buildings  xmder  the  ccxitrol  of  the  De- 
partment or  the  charging  of  admission  to  Department  auditoriums  or 
other  rooms  is  permitted  only  (1)  if  directly  related  to  employee 
activities,  such  as  plays, 'concerts,  etc.,  or  (2)  in  connection  with 
the  work  of  the  Department  of  Agriculture  Graduate  School,  In 
either  case,  the  approval  of  the  Director  of  Personnel  or  appropriate 
field  official  must  be  obtained  in  advance. 

(See  also  Regulation  1722.) 
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1578.  Analyses  for  Private  Parties  Prohibited.  Unless  otherwise  pro- 
vided for  by  law,  ihe  Uepariment  will  make  no  examinations,  tests,  or 
analyses  of  waters,  soils,  fertilizers,  foods,  chemicals,  insecticides, 
proprietary  articles  or  materials,  or  other  miscellaneous  products  for 
private  parties. 

1579.  Representation  Before  Federal  Agencies. 


Is  Representation  Before  the  Departmait  of  Agriculture. 

a.  In  any  proceeding  before  the  Department,  the  parties  may  appear  in 
person  or  by  counsel  or  other  representative.  Persons  idio  appear  as 
counsel  or  in  a representative  capacity  at  a hearing  must  conform  to 
the  standards  of  ethical  conduct  required  of  practitioners  before  the 
courts  of  the  United  States.  Whenever  the  Secretary  finds,  after  notice 
and  opportunity  for  hearing,  that  a person  idio  is  acting  or  has  acted  as 
counsel  or  representative  for  another  person  in  any  proceeding  before  the 
Department  is  guilty  of  unethical  conduct,  he  will  order  that  such  person 
be  precluded  from  acting  as  counsel  or  representative  in  any  proceeding 
before  the  Department. 

b.  No  fomer  officer  or  eii5)loyee  of  the  Department  shall  be  permitted 

to  represent  any  person  before  the  Department  in  connection  with  any  par- 
ticular matter  as  to  which  by  reason  of  his  employment  he  acquired  per- 
sonal knowledge  of  such  a nature  that  it  would  be  improper,  unethical, 
or  contrary  to  the  public  interest  for  him  so  to  act. 

c.  The  foregoing  shall  not  be. construed  to  prevent  any  former  officer 
or  employee  of  the  Department  frcxa  appearing  as  a witness  in  any  hearing, 
investigation,  or  other  proceeding  before  the  Department. 

2,  Statutory  Provisions  Relating  to  Representation  Before  Federal 
Agencies  Generally.  * ’ 

a.  Claims,  etc. 

(1)  Officers  and  employees  of  the  Federal  Government  are  prohibited 
froms 

(a)  prosecuting,  or  acting  as  counsel,  attorney,  or  agent 
for  prosecuting,  any  claim  against  the  United  States,  or  in 
any  way,  otherwise  than  in  the  discharge  of  their  official 
duties,  aiding  or  assisting  in  the  prosecution  or  support  of 
any  such  claim,  or  receiving  any  gratuity  or  share  in  the 
claim  therefor.  (1279,  58  Stat.  6U9.) 

(continued  on  next  page) 
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1579  (cont.) 

(b)  directly  or  indirectly  receiving  or  agreeing  to  receive 
any  ccmpensation  whatever  for  any  services  rendered  or  to  be 
rendered  to  any  person,  either  by  themselves  or  others,  in 
relation  to  any  proceeding,  contract,  claim,  controversy, 
charge,  accusation,  arrest,  or  other  matter  or  thing  in  which 
the  IMited  States  is  a party  or  directly  or  indirectly  in- 
terested, before  any  department,  court -martial,  bureau,  offi- 
cer, or  any  civil,  military,  or  naval  coDmlssion  whatever. 

(1282) 

Officers  and  employees  engaged  in  settlement  of  contracts  under  the 
Contract  Settlement  Act  of  1944  may,  as  part  of  their  official  duties, 
advise  and  assist  ?rar  contractors  in  preparing  and  presenting  termi- 
nation claims,  in  obtaining  interim  financing,  and  in  related  matters. 
(58  Stat.  649)  * 

(2)  * Former  officers  and  employees  of  the  Federal  Government  are 

prohibited,  for  a period  of  two  years  after  termination  of  employ- 
ment, from: 

(a)  acting  as  counsel,  attorney,  or  agent  for,  or  in  any 
way  aiding  in,  prosecuting  any  claim  against  the  IMited 
States  which  was  pending  in  any  Federal  agency  while  they 
were  serving  as  such  officers  or  employees.  (97) 

(b)  prosecuting,  or  acting  as  counsel,  attorney,  or  agent 
for  prosecuting,  any  claim  against  the  Uhl ted  States  in- 
volving any  subject  matter  directly  connected  with  which 
such  person  was  so  employed  or  performed  duty.  (58  Stat. 

649)  * 

b.  * Siirplus  Property.  Ho  person  employed  by  any  Government  agency 
shall,  dviring  the  period  sucli  person  is  engaged  in  such  employment  or 
service,  or  for  a period  of  two  years  after  the  time  when  such  employ- 
ment or  service  has  ceased,  act  as  counsel,  attorney,  or  agent,  or  be 
employed  as  representative,  in  connection  with  any  matter  involving 
the  disposition  of  surplus  property  by  the  agency  in  vhlch  such  person 
was  employed,  if  such  person  durjjag  his  employment  with  such  agency 
ratified,  approved,  or  authorized  the  disposition  of  any  surplus 
property  pursuant  to  the  provisions  of  the  Surplus  Property  Act  of 
1944  or  recommended  any  such  approval,  authorization,  or  ratifica- 
tion as  part  of  his  official  duties.  (58  Stat.  765)  ♦ 

c.  * The  provisions  of  paragraph  2 of  this  Regulation  are  taken  from 
statutes  which  provide  for  fines  up  to  $10,000  or  imprisonment  up  to 
two  years  for  violation.  Subparagraphs  a (1)  (a),  a (2)  (b),  and  b 

of  Paragraph  2 are  specifically  applicable  to  commissioned  officers 
assigned  to  duty  in  any  Federal  agency.  * 
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1580,  Projects  Not  to  Be  Nar.ed  Aftetr  Living  Persons.  No  under- 
taking or  project  of  the  Department,  such  as  a research  laboratory 
national  forest,  resettlement  project,  building,  farm,  or  station, 
shall  be  named  after  any  living  person,  except  as  othervd.se  pro- 
vided by  law* 

1581*  Damage  to  Personal  Property*  The  Department  will  not  be 
responsible,  except  where  reimbursement  is  otherwise  authorized 
by  law,  for  any  loss.  Inconvenience,  or  injury  which  an  employee 
may  suffer  as  a result  of  his  placing  any  personal  property  in  or 
on  the  official  premises  of  the  Department.  Any  such  action  by 
an  employee  shall  not  in  any  vmy  restrict  or  prejudice  official 
use  of  or  access  to  property  owned  or  controlled  by  the  Department 

* 158E.  Interested  Persorjs  Not  to  Be  Assigned  to  Regulatory  or 
Investigational  Vfork*  No  officer  or  employee  of  the  Department 
shall  be  assigned  to  investigate  or  to  conduct  any  regulatory  work 
directly  affecting  any  corporation,  company,  fimn,  association,  or 
organization  in  which  he  has  a financial  or  other  interest*  Any 
officer  or  amployee  having  a financial  or  other  interest  in  any 
corporation,  company,  firm,  or  association  directly  affected  by 
his  work  shall  give  written  notice  of  such  interest  through  his 
immediate  superior  to  the  chief  of  his  bureau.  (See  also  Regula- 
tion 1549*)  * 
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1611.  Department  Style  Manual . Employees  responsible  for  the  pre- 
paration of  correspondence  shall  follow  the  specific  rules  given  in 
the  Department  Style  Manual, 

1612 . Preparation  of  Letters  for  Signature  in  the  Office  of  the 
Secretary. 

1.  Pranpt  Reply  Required.  Replies  to  letters  received  in  the 
bureaus  or  referred  to  them  by  the  Secretary’s  Office,  shall  be  made 
within  three  days  after  receipt  in  the  Department.  If  for  any  reason 
a complete  reply  cannot  be  made  within  that  time,  an  acknowledgment 
letter  stating  approximately  when  a ccmplete  reply  will  be  made  shall 
be  prepared. 

A designated  employee  of  each  bureau  shall  be  responsible  for 
recording  all  letters  refei^d  by  the  Secretary’s  Office  for  the  pre- 
paration of  a reply,  for  conducting  a systematic  follow-up  within  the 
bureau,  and  for  reporting  to  the  Secretary’s  files  on  those  that  can- 
not be  answered  within  the  reqxiired  time. 

2.  Letters  to  Other  Departments  and  Agencies.  Letters  originating 
in  this  Department,  to  the  heads  of  executive  departments,  independ- 
ent establishments,  or  other  Government  agencies  shall  be  prepared 
for  the  signature  of  the  Secretary  if  matters  of  policy  or  questions 
of  considerable  importance  are  involved,  or  for  the  signature  of  the 
appropriate  director  if  the  letter  relates  to  routine  matters. 

Replies  to  letters  addressed  to  this  Department  by  another  de- 
partment or  agency  shall  be  prepared  for  the  signature  of  the  offi- 
cial indicated  on  the  pink  jacket.  (See  Department  Style  Manual.) 

Li  general,  replies  to  letters  received  from  an  Acting  Secre- 
tary or  an  Assistant  Secretary  should  be  addressed  to  the  Secretary 
of  the  Department  involved  and  not  to  the  Acting  or  Assistant  Secre- 
tary vdio  signed  the  incoming  letter. 

All  communications  from  this  Department  to  the  Office  of  Govern- 
ment Reports  relating  to  proposed  State  legislation  shall  be  addressed 
to  the  Director  of  the  Office  of  Government  Reports  for  the  signature 
of  the  Secretary.  (See  also  Regulation  2111.) 

1613.  Clearance  of  Letters  and  Official  Documents.  The  follcwing 
instructions  pertain  to  letters  and  official  documents  vhich  are  for 
signature  in  the  Office  of  the  Secretary. 

1,  Proposed  Legislation.  All  requests  for  recommendations  of,  or 
reports  on,  proposed  legj.slation  shall  be  referred  to  the  Director  of 
Finance  for  transmission  to  the  Director  of  the  Bureau  of  the  Budget 
before  being  finally  transnitted  to  Congress,  (^ee  also  Regulation 

1423.) 

2,  Letters  to  Comptroller  General.  All  letters  to  the  Comptroller 
General  shall  clear  through  the  Office  of  the  Solicitor  and  the  Office 
of  Budget  and  Finance  for  initialing  before  being  submitted  to  the 
Secretary  for  signature.  (See  also  Regulation  3111.) 

3,  Legal  Matters.  Letters  involving  legal  matters  prepared  for 
signature  by  the  Secretary  shall  be  referred  to  the  Solicitor  for  ini- 
tialing before  transmittal  to  the  Secretary’s  Office. 


DEPARTMENT  OF  AGRICULTURE 
WASHINGTON 


AMENDJENT  TO  THE  REGULATIONS 


124 


Amendment  No.  . -t  , 

April  24,  1941 

A revision  of  Regulations  I6II,  l6l2,  1613,  and  I6I4  on  Department 
Correspondence  appears  on  the  reverse  of  this  and  the  succeeding 
sheet.  The  changes  consist  in  the  rearrangement  of  the  Regulations 
and  the  deletion  of  material  now  included  in  the  Department  Style 
Manual , 


This  amendment  supej’sedes  Amendment  No.  44,  dated  September  I4,  1937, 
and  is  promulgated  €;ffective  immediately. 


The  following  changes  should  be  made  in  the  Table  of  Contents  and  in 
the  Udex: 
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Initialing  contracts  1611 
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Acting  Secretary, 


Department  Correspondence 


4,  Initialing  Letters,  'Hie  initials  of  the  chief,  acting  chief,  or 
other  authorized  official  of  all  bureaus  or  offices  concerned  shLll 
be  written  in  ink  or  indelible  pencil  in  the  lower  right  comer  of 
the  last  page  of  the  salmon  cop7.  Others  to  whom  such  letters  may- 
be referred  by  the  Secretary's  Office  shall  also  initial  in  the  lower 
right  comer  of  the  salmon  copy, 

5.  Initialing  Official  Documents,  TShen  contracts,  fiscal  papers, 
and  similar  documents  for  irtiich  salmon  copies  are  not  prepared,  are 
submitted  -fco  the  Secretary  for  signature  the  initials  of  the  chief 
of  bureau  or  other  authorized  bureau  official  shall  appear  on  the 
document  itself  immediately  below  the  line  upon  which  the  Secretary 
will  sign, 

1614.  Cooperation  in  Correspondence  Pertaining  to  More  than  One 
Bureau,  A request  for  information  concerning  the  technical  work  or 
administrative  policies  of  more  than  one  bureau  shall  be  answered  by 
the  receiving  bureau  regarding  its  own  work,  with  a statement  indi- 
cating the  other  bureau  or  bureaus  to  which  the  letter  is  being  re- 
ferred for  further  reply.  The  reference  to  each  bureau  concerned 
shall  include  the  original  or  a copy  of  the  correspondent's  inquiry 
together  with  copies  of  the  replies  of  all  other  bureaus  in  order 
that  the  bureau  to  irtiich  reference  is  made  may  be  informed  of  the 
action  already  taken, 

Hilhen  the  matter  to  be  dealt  with  by  another  bureau  is  of  minor 
character  it  is  ordinarily  sufficient  for  the  bureau  receiving  the 
inquiry  to  secure  the  necessary  information  from  the  other  bureau  by 
telephone  or  in  such  other  informal  way  as  will  insure  dispatch  in 
order  that  the  correspondent  may  be  given  a comple-be  reply  promptly, 
(See  also  Regulation  1613,  paragraph  4.) 
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1615.  Ooamunlortlon  ylili  KicteiMipBL  tonf.  •Subject  to  tho  pro- 
Tisiono  of  Relation  I6l6,*  all  queationnalroo,  roquooto  for 
otatirtleaX  inforaatioa,  uid  like  nattora  InTolTiag  tho  uso  of 
the  oxtmision  oyotem  shall  be  handled  through  the  Director  of 
ftctensloa  Work.  This  office,  in  cooperation  with  the  State  agri- 
cultural eollegee,  shall  represent  the  Department  in  the  derelop- 
amt  and  conduct  of  the  extension  work  emd  will  cooperate  with  the 
bureaus  of  the  Department  in  all  matters  that  may  be  properly  tedcen 
up  with  the  extension  agents. 

1616.  ^^Ipproral  of  Quest ionnedree  and  Other  Inquiries. • 

!•  •Statement  of  Policy.  The  federal  Reports  lot  of  1962  states 
that  it  is  "the  policy  of  the  Congress  that  information  which  may 
be  needed  by  the  Tarlous  Federal  agencies  should  be  obtained  with 
a minimum  burden  upon  business  enterprises  (especially  small  busi- 
ness enterpirisee)  amd  other  persons  required  to  furnish  such  infor- 
amtien,  and  at  a minimum  cost  to  the  Coremment,  that  all  uzmeoee- 
sary  duplication  of  efforts  in  obtaining  such  information  through 
the  use  of  reports,  qiuestionnetiree,  and  other  ouch  methods  should 
be  eliminated  as  rapidly  as  practicable!  and  that  information 
collected  and  tabulated  by  any  Federal  agency  should  insofar  as 
is  expedient  be  tabulated  in  a manner  to  maximise  the  usefulness 
of  the  information  to  other  Federal  agencies  and  the  public.” 

(Section  2^)* 

2.  In  this  regulations 

The  term  "person”  means  any  indlridual,  paz^nership,  association, 
corporation,  business  trust,  or  legal  representatlTs,  any  organised 
group  or  persons,  any  State  or  Territorial  goremment  or  branch 
thereof,  or  any  political  subdiwision  of  any  State  or  Territory  or 
any  branch  of  any  sueh  political  subdiTision. 

The  term  "plan”  means  any  requirement  that  any  person  establish  or 
iMintain  records  for  the  purpose  of  providing  information,  or  any 
requireuMit  respecting  the  completion,  answering,  or  return  of  a 
report  form. 

The  term  "report  form”  means  any  application  form  or  other  adminis- 
trative form,  sohedule,  questionnaire,  letter,  telegram,  or  other 
similar  device  used  in  collecting  information,  including  schedules 
or  other  forms  used  in  oral  interviews.* 

3.  Approval  of  Qaiifciionnalrem.  etc. 

a.  No  agency  of  the  Department  shall  collect  or  sponsor  the  collec- 
tion of  information,  upon  Identical  items,  from  ten  or  more  persons 
(other  than  Federal  employee  eoneidered  as  such)  unless  the  plans 
and  report  forms  to  be  used  in  sueh  collection  have  been  apim^ed 

by  the  Chief  of  the  Bureau  of  Agricultural  Iconomics.  Material 
changes  in  plans  or  report  forme  or  in  their  use,  including  material 
changes  in  the  kind  or  amount  of  information  sought,  the  number  or 
classes  of  respondents,  or  the  time  or  frequemcy  ef  reporting,  shell 
also  be  submitted  to  the  Chief  of  the  B\ireau  of  Agricultural  Iconom- 
ics  for  approval.  Approval  may  be  withdrawn  if  ciroumstaaces  warrant. 

b.  Report  forms  which  call  for  information  of  an  identical  nature 
from  agencies,  employees,  or  instrumentalities  of  the  FederAl  Oovem- 
ment,  which  is  to  be  used  for  statistioal  compilations  of  general 
public  interest,  including  compilations  showing  the  status  or 
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(aont*)  implementation  of  Federal  activities  and  programs, 
are  to  be  submitted  to  the  Chief  of  the  Bureau  of  Agricultuzmil 
Economics  for  transmission  to  the  Division  of  Statistical  Stand- 
ards, Bureau  of  the  Budget. 

e.  The  Chief  of  the  Bureau  of  Agricultural  Economics  shall  trans- 
mit to  the  Division  of  Statistical  Standards,  Bureau  of  the  Budget, 
plams  and  report  form  which  he  has  approved  under  paragraph  3a, 
m well  as  the  report  forms  referred  to  under  paragraph  3^*  Plans 
and  report  forms  requirsd  to  be  transmitted  to  the  Division  of 
Statistical  Standards  may  not  be  used  unless  they  bear  an  unexpired 
Bureau  of  the  Budget  approval  number. 

d.  Three  copies  of  the  plans  or  report  fom»  for  which  approval  is 
requested  shall  be  euteaitted  to  the  Chief  of  the  Bureau  of  Agricul- 
tural leonomics,  together  with  three  copies  of  Budget  Bureau  Form  37 
(Revised)  and  of  the  statements  required  thereby.  The  Chief  of  the 
Bureau  of  Agricultural  Economies  may  require  such  other  information 
u he  finds  necessary.* 

*S(atter8  to  be  Considered  in  Giving  Approval. 

a.  Before  approving  a plan  or  report  form,  Under  paragraph  3»  the 
Chief  of  the  Bureau  of  Agricultural  Economics  shall  det ermine i 

(1)  That  the  proposed  inquiry  is  Justified,  taking  into  account,  on 
the  one  hand,  the  buz*den  on  respondents  and,  on  the  other  hand,  the 
need  for  collection  of  the  information. 

(2)  rhat  the  information  will  be  utilized. 

(3)  That  the  number  of  respondents,  frequency  of  colls'^tion,  number 
and  difficulty  of  itenm,  and  other  requirements,  eanno''  well  be 
reduced. 

(4)  That  adequate  information  is  not  already  available  in  the  Depart- 
moit  or  in  other  government  agencies  or  in  process  of  collection. 

b.  Before  giving  or  withholding  approval,  the  Chief  of  the  Bureau  of 
Agricultural  Economics  shall  discuss  the  proposed  plan  or  report  form 
with  ether  agencies  of  the  Department  which  may  be  concerned. 

®,  As  ®.  condition  of  approval,  the  Chief  of  the  Bureau  of  Agricul- 
tural Economics  maj  require  that  additional  items  of  information  be 
collected,  if  this  will  make  it  unnecessary  to  make  an  additional 
inquiry  or  inquiries  at  a later  date  or  if  there  is  other  adequate 
justification.* 

5*  *Revlew  of  Decisions.  If  the  Chief  of  the  Bureau  of  Agricultural 
Economics  does  not  approve  a proposed  plan  or  report  form,  the  agenoy 
concerned  may  request  the  Secretary  or  the  War  Food  Administrator  to 
review  the  decision.* 

6«  *Local  aaergenciee.  Any  bureau  whose  field  offices  may  in  emer- 
gencies be  obliged  to  issue  local  report  forms  should  submit  to  the 
Chief  of  the  Bureau  of  Agricultural  Econoodos  a request  for  exemption 
from  the  requirements  of  paragraph 

!•  *Release  of  Information. 

a.  The  Federal  Reports  Act  directs  all  Federal  agencies  to  cooperate 
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1616  (soRte  2)  to  the  fellort  praoti^blo  eat«et  in  audLng  infos^ 
^tio?3  5lDteiB®4  from  aisy  porooa  availahlo  t©  otfeor  F^#r^ 
fh#  Bireotor  of  the  Buroan  of  the  Budget  ie  airthorised  to  re<|ttir« 
iueh  aotioa,  (Sootioa  3 («)•) 

h«  ^e  Act  aloe  prorides  s 

*See«  4e  (a)  In  the  erent  th«t  any  iaforaation  obtained  in  Goafidenoe 
^ a Federal  ageaof  la  released  bf  that  ageney  to  another  Federal 
agency,  ail  the  prorieionc  of  law  (including  penaltiee)  vhieh  re- 
late to  the  ualawful  dieeloaux*#  of  any  such  i^oraation  shall  apply 
to  the  officers  and  eaployeee  of  the  agency  to  which  such  inforaa- 
tion  is  released  to  the  same  extent  and  in  the  same  manner  as  soeh 
prorieions  apply  to  the  officers  and  employees  of  the  agency  which 
originally  obtained  such  information!  and  the  officers  and  smployees 
of  the  agency  to  which  the  inforan&tion  is  released  shall  in  addition 
be  aubjeot  to  the  s^e  prorisioss  of  law  (including  penaltiee)  re- 
lating to  the  unlawful  die closure*  of  such  information  as  if  the 
information  had  been  oollected  directly  by  such  agency* 

”(b)  XaforMtion  obtained  by  a Federal  agency  from  any  person  or 
persons  may,  pureiiant  to  this  £ct,  be  released  to  any  other  Federal 
^eney  only  if  (l)  the  information  shall  be  released  in  the  form  of 
etatistieal  totals  or  suaasariee!  or  (2)  the  infdnsatien  as  supplied 
by  persons  to  a Federal  agmey  shall  not,  at  the  time  of  eolleotion, 
have  been  declared  by  that  agency  or  by  any  superior  authority  to 
be  confidential!  or  (3)  the  person!  supplying  the  information  ehall 
consent  to  the  release  of  it  to  a second  agency  tgr  the  agency  to 
which  the  information  was  originally  supplied!  or  (4)  the  Federal 
agency  to  which  amother  Federal  agency  shall  releaise  the  information 
has  authority  to  colleet  the  information  itself  and  such  authority 
is  supported  by  legal  provielon  for  erimlnal  penalties  against 
persons  failing  to  supply  such  information.”* 

8*  *yep&ltiee  for  Failure  to  Furnish  inforaatiem*  "Anv  person 
failing  to  furnish  information  required  by  any  ^ederai/  agency 
shall  be  subject  to  such  penalties  as  are  specif ieally  prescribed 
by  lew,  and  no  other  penalty  shall  be  imposed  either  by  way  of 
fine  or  imprisonment  or  by  the  withdrawal  or  denial  of  any  right, 
privilege,  priority,  allotment,  or  isBSuelty,  except  when  the  right, 
privilege,  priority,  allotment,  or  iaEmmity  is  legally  conditioned 
on  facts  which  would  be  revealed  ly  the  information  requested*” 
(Section  8«)* 

9.  *SeepQaslbilitlfe  of  Other  Staff  Offices,  Contaeti  with  divi- 
siorts  of  the  Bureau  of  thj  Budget  other  than  the  Division  of 
Statistical  Standards,  when  necessary  in  the  adsdnietration  of 
this  regulation,  will  be  made  through  regular  Department  ehannels* 
(See  Reg^llations  1111,  1423*)  Questions  idiich  arise  la  oonneotion 
with  the  consideration  of  plans  and  report  fonss  and  which  involve 
b^getary^  fiscal,  personnel,  organ! aational,  or  other  staff  funo- 
tioas,  shall  be  referred  by  the  Chief  of  the  Bureau  of  Agricultural 
loonoaios  to  the  proper  staff  office  or  handled  in  cooperation  with 
such  office** 

10*  *^e  Chief  of  the  Bureau  of  Agricultural  looaMies  may  del^^te 

to  an  official  of  the  Bur^u  the  reeponsibilities  Tested  in  him  by 
this  regulation** 

(56  9tat*  1078!  5 U.S.C.  (1940  ed«)  Sup*  2,  sec*  139**  Regulation  4, 
Bureau  of  the  Budget*) 
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FCPJliaK  AI-T)  TSRHITC'I^IAL  CORRESPOiJD'iSIJCS 


1621.  Foreif^n  Correspondence.  The  Director  of  Foreign  Agricul- 
tural Relations  is  authorized  to  issue  all  necessarj'  instructions 
on  the  handling  of  foreign  correspondence. 

1624.  Territorial  Correspondence.  Correspondence  with  officers  of 
other  exefrative  Departments  stationed  in  territories  or  territorial 
possessions  shall  be  transmitted  through  the  heads  of  such  Depart- 
ments. Correspondence  with  territorial  officials  of  /ilaska,  Hawaii, 
the  Philippines,  Puerto  Hico,  and  the  Virgin  Islands,  shall  be 
transmitted  through  the  Secretary  of  the  Interior.  This  Regulation 
shall  not  apply  to  correspondence  written  by  officials  of  the  De- 
partment of  Agriculture  stationed  or  traveling  in  such  territories 
nor  to  routine,  technical,  or  scientific  correspondence  emanating 
from  field  offices. 


DSPARU!EI;T  OF  AGRICULTim 


'.USHINGTOK 


i^.I^^3!aNT  TO  THE  REGULAHONS  „ ^ 

Amendnent  No.  122  April  12,  19a 

There  appears  on  the  reverse  side  of  this  sheet  a revision  of  the 
Regulations  governing  foreign  correspondence,  which  is  promulgated 
effective  iimaediately. 

Regulatioi  1621  has  been  revised  to  authorize  the  Director  of 
Foreign  Agricultural  Relations  to  issue  instructicns  on  the  handling 
of  foreign  correspondence;  Regulations  1622  and  1623  have  been 
deleted. 

This  amendment  supersedes  Amendment  No.  96,  dated  January  22,  1940^ 
Insofar  as  it  pertains  to  Regulations  1621,  1622,  and  1623^ 

The  follcming  changes  should  be  made  in  the  Table  of  Contents  and  in 
the  Index: 

Table  of  Contents 
Changes: 

1621.  Prom  "Correspondence  with  Foreign  Governments  and 

International  Governmental  Organizations" 

To  "Foreign  Correspondence" 

Deletions: 

1622.  Correspondence  with  the  Department  of  State  and  the 

Foreign  Service  of  the  United  States 

1623.  Authority  for  Waiver 

Index 

Deletions: 


Agriculture,  International  Institute  of, 

correspondence  with  1621 

Consular  Officers, 

American,  correspondence  with  1622 

foreign,  correspondence  with 1621 

C orre  spondence , 

foreign,  diplomatic  officers 1621 

International  Institute  of  Agriculture  1621 


Diplomatic  officers,  foreign  correspondence  with  1621 

Foreign,  government  officials,  correspondence  — - 1621 

International  Governmental  Organization, 
correspondence  with  - 1621 

State  Department,  correspondence  through  — — — — 1622 

Additions : 


Correspondence,  foreign  

Foreign  Agricultural  Ptelations,  director,  duties 
Foreign  correspondence  , 


- 1621 
- 1621 
- 1621 


Acting  Secretary, 


STATIONERY 


1631  • S t andardi zat i on  of  De~partment  Station- 
ery»-  Orders  for  printed  letter-heads  shall  he 
made  upon  the  Public  Printer  throTi^h  the  office 
of  publications. 

The  printing  will  be  arranged  in  three  lines, 
as  follows! 

United  States  Department  of  Agriculture 

Bureau  of  

Washington,  D.  C. 

The  type  to  be  used  should  be  gothic,  g-point 
for  the  first  line,  6-point  for  the  second  line, 
and  for  the  third  line. 

When  authorized  by  the  chief  of  bureau,  the 
official  designation  of  a subordinate  office  may 
appear  in  the  upper  left-hand  corner  in 
gothic  type,  as  follows: 

United  States  Department  of  Agriculture 

Bureau  of  

Washington,  D.  C. 

Division 

Letterheads  of  half  size  (g  by  5 lA  inches) 
or  two-thirds  (g  by  7 inches)  may  be  used  for 
brief  informal  and  intradepartmental  correspondence 
but  should  not  be  used  for  formal  or  interdepart- 
mental correspondence. 

No  individual's  name  shall  appear  on  any 
letter-head  used  in  the  Department. 
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RBGUUTIONS  OF  THE  U.  S,  DEPARTMENT  OF  ACHUCULTDRE 


Domestic  Ifall 


1641,  Receipt  and  Dispatch  of  Mail,  The  Office  of  Plant  and  Opera- 
tions shall  be  responsible  for  the  receipt,  distribution,  and  dispatch 
of  official  mail  in  the  Department  in  Washington,  D.  C,  4H»* 

1642.  Registered  tfail. 

1.  Official  mail  sent  from  Washington  may  be  registered  free  of  charge 
An  enqjloyee  idiose  permanent  headquarters  is  Washington,  may  ehile  tem- 
porarily absent  therefrom,  register  official  letters  or  packages  idth- 
out  ttie  payment  of  any  re^stry  feej  but  such  registered  mail  should 
be  endorsed  over  his  signat\n*e  "Temporarily  absent  frsai  feshington, 

D.  C." 


2,  The  privilege  of  free  registration  of  official  mail  extended  by 
lav  should  be  taken  advantage  of  only  when  registration  of  mail  is 
necessary  because  of  money  or  other  equivalent  contents,  or  because 
of  unusual  Importance.  Large  shipments  and  packages  of  documents, 
reports,  and  similar  matter  should  be  sent  as  fourth-class  aattsfr  or 
by  e^esB  or  freight,  as  the  case  may  b@.  Since  free  registration 
is  not  accorded  !^il  sent  by  employees  pemanently  stationed  outside 
of  Washington,  the  regular  fee  must  be  paid  on  mail  the  in^iortanee  of 
#iich  varrants  registration . 

3r  Mailable  first-,  second<*»,  third-,  and  fourth-class  matter  for  dom- 
estic destination  mj  be  registered  and  mailed  under  the  penalty  priv- 
ilege if  sealed  and  vithin  the  weight  limitatioi'S  on  penalty  privilege 
mail. 

4e  Demand  for  return  registry  receipts  should  be  made  only  such 
evidence  of  receipt  by  addressee  is  necessary  as  a part  ©f  the  record 
in  formal  proceedings. 

1645*  Insured  Mall* 

1.  TShen  articles  meeting  the  requirements  as  to  class  (Fourth),  wei^t 
and  size,  are  to  be  transported  at  Government  erspenss  and  it  has  been 
administratively  determined  that  it  is  necessary  to  establish  a record 
of  the  delivery,  the  dipper  or  contractor  may  be  instructed  to  insure 
such  articles  at  a ainiauB  value  declaration. 

2.  Where  a shipper  or  contractor,  acting  on  his  ovn  responsibility  or 
on  instructions,  sends  an  article  to  be  transported  at  Oovemment  ex- 
pense by  i^rcel  post,  prepaid  and  insured,  the  cost  of  the  insurance 
may  be  added  to  the  invoice  of  such  shipper  or  contractor,  but  must  be 
supported  by  an  itemized  statement  as  to  the  insurance  charges. 
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UHITED  states  DEPARUiENT  OF  AC31I  CULTURE 
Office  of  the  Secretary 
Washington  25,  D.  C* 


January  30,  1946 


AMENTlffiNT  NO.  216  TO  TEE  REGULATIONS  OF  THE  DEPARTlf^ 


The  attached  revision  of  Regulation  1645,  "Ifenalty  Mail,"  and 
Regulation  1647,  "Parcel  Post,"  is  effective  immediately. 

The  revision  of  Regulation  1645  incorporates  provisions  of 
Public  Law  364,  78th  Congress,  for  deposit  into  the  general 
fund  of  the  Treasury  as  miscellaneous  receipts,  out  of  appro- 
priated funds,  of  an  amount  equivalent  to  the  cost  of  handling 
the  Department's  penalty  mail,  as  detenoined  by  the  Post  Office 
Department.  The  revision  also  includes  the  admonition  that 
mall  on  which  the  penalty  indicia  is  hand-stamped  or  in  hand- 
writing will  not  be  accepted  by  the  Post  Office  Department. 

The  second  paragraph  of  the  foimer  regiilatlon  has  been  omitted, 
since  the  subject  is  covered  in  detail  in  circulars  Issued  by 
the  Office  of  Plant  and  Cperations  and  the  Office  of  Budget 
and  Finance. 

The  revision  of  Regulation  1647  is  issued  to  correct  incon- 
sistencies between  the  regulation  as  previously  in  effect  and 
Public  Law  364,  78th  Congress.  Prior  to  July  1,  1944,  matter 
weighing  in  excess  of  four  pounds  emanating  from  departments 
and  agencies  of  the  Government  in  Washington,  D.  C.,  could  be 
mailed  free  of  postage,  under  the  penalty  indicia.  How  such 
matter  must  be  handled  as  parcel  poet,  and  postage  at  fourth 
class  rates  must  be  prepaid  thereon,  with  the  exception  that 
boolcB  and  documents  published  or  circulated  by  order  of  Coagress 
may  be  mailed  under  the  franking  privilege  of  Members  of  Congress, 
or  under  the  penalty  indicia  if.  mailed  by  the  Superintendent  of 
Documents. 


Assistant  Secretary 
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REGULATIOIS  OF  TEE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Domestic  Mall 


1644,  Forwardlnj^  of  Mall  to  iaaployees  Outside  of  District  of 
Columbia.  All  mail  matter,  including  second-,  third-,  and  fourth- 
class  matter,  uddressed  to  onployees  of  the  Department  whose 
addresses  have  been  changed  by  official  orders,  may  be  forwarded 
without  payment  of  additional  postage  if  marked  ^Change  of  address 
caused  by  official  orders.”  (See  also  Regulation  3182.) 

1645.  * Penalty  Mail  * 

1,  * Articles  or  packages  used  in  official  business,  weighing 
foui'  pounds  or  less,  may  be  mailed  under  the  penalty  privilege,  * 

The  use  of  penalty  envelopes  to  avoid  payment  of  postage  on  other 
than  official  business  is  prohibited.  Penalty  envelopes,  labels,  etc, 
containing  * or  attached  to  * official  mail  matter  must  bear  the 
words  "Official  Business," 

2,  * Under  provisions  of  Public  law  364,  78th  Congress,  the  Depart- 
ment is  notiYied  of  the  estimated  cost  of  handling  its  penalty  mail 
by  the  Post  Office  Department,  and  is  required  to  deposit  in  the 
general  funds  of  the  Treasury  as  miscellaneous  receipts,  from  its 
appropriations,  an  amount  equivalent  to  such  costs.  The  number  of 
pieces  of  penalty  matarlal  handled  by  the  Post  Office  Department  is 
computed  on  an  inventory  basis,  nnd  represents  the  quantity  of  sudi 
articles  used  or  consumed.  For  this  reason,  such  articles  should 

be  conserved  as  cai'efully  as  though  they  bore  stamps.  Penalty  en- 
velopes, therefore,  must  not  be  used  as  chain  or  messenger  envelopes, 
nor  for  air  mall,  foreign  mail,  etc,,  on  which  postage  is  required. 
Personal  use  of  penalty  mail  is  prohibited,  * *** 

3,  * Mail  which  bears  tbe  penalty  indicia  hand-stamped  thereon  or 
in  handwriting  will  not  be  accepted  by  the  Post  Office,  * 

4,  When  an  employee  writes  to  a private  party  on  official  business 
for  infoimiatlon  of  value  to  the  Department,  he  may  enclose  with  his 
letter  an  official  envelope  properly  addressed  to  himself  to  cover 
the  reply. 

5,  Penalty  envelopes  or  penalty  labels  must  not  bo  furnished  mer- 
chants or  others  from  whom  articles  are  purchased  for  delivery  of 
such  articles  by  mail,  nor  shall  penalty  envelopes  be  furnished  by 
any  employee  of  the  Department  to  persons  not  in  the  employ  thereof, 
or  fdio  are  not  employees  of  the  Government,  for  transmission  throu^ 
the  mails  * under  the  penalty  Indicia  * of  any  other  matter  other 
than  official  information  and  endorsements  relating  thereto. 

Penalty  envelopes  addressed  to  the  Department,  Lowejer,  may  be  fur- 
nished to  publishers  to  be  used  by  them  in  transmitting  free  copies 
of  their  publications  vshen  such  publications  contain  official  in- 
formation of  value  to  the  Department,  Penalty  envelopes  bearing  a 
return  address  may  also  be  furnished  to  persons  in  possession  of 
public  documents  for  use  by  them  in  returning  such  documents  to 

the  Department  (1301,  1782),  (See  also  Regulation  1371.) 


Revised  1-30-46  (Amendment  216) 


REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Domestic  Mail 


1646,  Mailing  of  Pamphlets  or  Reports  Accompanied  by  Letters, 

1,  In  order  to  expedite  and  safeguard  the  movement  through  the 
mails  of  any  report,  pajnphlet,  or  similar  material  with  which  it 
is  necessary  to  enclose  an  explanatory  letter,  the  containing 
envelope  should  be  carefully  sealed  and  the  words  LETTER  MAIL 
conspicuously  written  or  stamped  on  its  face.  In  offices  vheve 
material  to  be  dispatched  by  post  is  separated  into  letter  mail 
and  package  mail,  pains  should  be  taken  to  include  in  the  former 
all  envelopes  sealed  and  marked  as  above, 

2*  Ah  indiscriminate  use,  however,  of  the  "Letter  Mail"  notation 
particularly  on  foreign  mail  requiring  postage,  must  be  avoided. 

Only  material  accompanied  by  a coramuiiication  clearly  subject  to 
lettermail  transmittal  should  be  so  treated, 

1647,  Parcel  Post  ♦ 

1,  Matter  weighing  more  than  four  pounds,  except  as  specified 
in  paragraph  two,  must  carry  prepaid  postage  at  the  fourth  class 
mail  rate,  * Packages  must  not  exceed  the  size  and  weight  limits 
prescribed  for  parcel  post  shipments.  Material  ordinarily  mailed 
as  a single  package  must  not  be  split  to  avoid  payment  of  postage. 
(Postal  Laws  and  Regulations,  Sections  578  and  618.) 

2,  * Books  and  documents  published  or  circulated  by  order  of 
Congress  may  be  mailed  xinder  the  penalty  indicia  by  the  Superin- 
tendent of  Documents,  or  under  the  franking  privilege  of  Members 
of  Congress,  even  though  the  package  weighs  more  than  four  pounds, 
(Public  Law  364,  78th  Congress.)  * 

1648,  Mall  Sacks;  Improper  Use,  The  use  of  the  United  States 
mail  sacks  for  storing  records,  books,  and  any  other  matter,  and 
the  dragging  of  filled  mail  sacks  over  floors  and  pavements  in 
handling,  is  prohibited.  The  contents  of  mail  sacks  should  be  re- 
moved immediately  upon  receipt  and  the  sacks  returned  to  the  Post 
Office  Department, 

1649,  Agricultural  Extension  Correspondence  and  Publications 
Entitled  to  Free  Transmission  in  Mails.  Upon  designation  to  the 
Postmaster  General  by  the  Secretary  of  Agriculture  of  a college 
officer  or  other  person  connected  with  the  extension  department  of 
a State  agricultural  college  receiving  the  benefits  of  the  act  of 
July  2,  1862,  as  amended,  by  vdiom  the  correspondence,  bulletins, 
and  reports  are  to  be  transmitted,  the  third  Assistant  Postmaster 
General  shall  authorize  the  postmaster  at  the  post  office  vdiere 
the  extension  department  of  such  college  is  located  to  accept  from 
the  officer  or  person  so  designated  such  correspondence,  bulletins, 
and  reports  for  free  transmission  in  the  mails.  Only  such  corre- 
spondence, bulletins,  and  reports  as  relate  to  instruction  and 
practical  demonstrations  in  agriculture  and  home  economics  addressed 
to  persons  not  attending  or  residents  in  said  colleges  in  the  sev- 
eral communities,  and  are  mailed  at  the  authorized  post  office  by 
the  college  officer,  or  other  person  duly  designated,  may  be  trans- 
mitted free.  (486,  1301,  1787) 


Revised  1-30-46  (Amendment  216) 


RBaUUTI(»S-OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 
Foreign  Mail 


1651*  Mail  to  Foreign  Countries.  Mail  entitled  to  transmission  free 
of  postage  in  the  domestic  mails  of  the  United  States  is  also  entitled 
to  transiBission  free  of  postage  between  the  United  States  and  its  ter- 
ritorial possessions,  between  territorial  possessions,  and  between  the 
United  States  and  certain  foreign  comitries  listed  in  the  United  States 
Official  Postal  Guide,  Official  mail  to  foreign  countries  other  than 
those  listed  in  the  Postal  Guide  as  eligible  for  free  transmission  in 
the  mails  under  the  penalty  privilege  must  carry  appropriate  postage. 

1652,  Letters  of  Introduction.  ^ '(Canceled.  See  Regulaticai  1825). 


Revised  (Amendment  25l) 


I 


fi 


1661,  Preparatior.  of  Official  Documents.  The  instructions  given 
in  the  Department  Style  Manual  shall  be  folloTred  in  the  preparation 
of  official  documents  having  general  applicability  and  legal  effect, 
such  as  Proclamations,  Executive  Orders,  and  other  official  papers 
for  publication  in  the  Federal  Register,  (See  also  Reg’nlation  1613, 
paragraph  5) 


DEPARIMENT  OF  AGRICULTURE 


VJASHINGTON 


AMlimiENT  TO  THE  REGULATIONS 


Amendment  No.  125 


April  24,  1941 


A revision  of  the  Regulations  on  Proclamations,  Documents,  Executive 
Orders,  and  Certificates  appears  on  the  reverse  of  this  page. 

Regulation  1661,  ”Pre]Daration,  Form,  and  Style  of  Documents,”  has 
been  revised  to  include  only  a reference  to  the  section  of  the  De- 
partment Style  Manual  "which  covers  instructions  on  this  subject. 

The  title  has  been  changed  to  ”Preparation  of  Official  Documents.” 
Regulation  1662  has  been  deleted. 

This  Amendment  supersedes  Amendment  No,  3,  dated  October  5,  1938,  and 
is  promulgated  effective  immediately. 

The  following  changes  should  be  made  in  the  Table  of  Contents  and  in 
the  Index: 

Table  of  Contents 


Changes: 


Chapter  title  from  ’’Proclamations,  Orders,  Etc.” 
to  ’’Official  Documents” 


1661.  From  ’’Preparation,  Form  and  Style  of  Documents” 
to  ’’Preparation  of  Official  Documents” 


Deletions: 


1662.  ’’Preparation,  Form  and  Style  of  Executive  Orders 
and  Proclamations” 


Index 


Deletions : 


Proclamations,  wording  of 


1661 


Additions: 


Department  Style  Manual 

Documents,  preparation  of 

Official  documents,  preparation  of 

Proclamations,  preparation  of  > 

Style  Manual,  Department 


1661 

1661 

1661 

1661 

1661 


Changes: 


Frcm 


To 


Executive  Orders,  preparation  of 
Orders,  Executive,  preparation  of 


1662 

1662 


1661 

1661 


Acting  Secretary. 


TELEPHOITES 


1671.  Installation  of  Telephones  in  District 
of  CplumMa.-  Ho  bureau  shall  enter  into  nego- 
tiations with  any  telephone  company  for  the  instal- 
lation of  any  telephone  in  the  District  of  Columbia 
except  through  the  superintendent  of  telegraph  and 
telephone  of  the  Department  who  will  make  the  nec- 
essary arrangements® 

1672.  Installation  of  Telephones  in  G-ovem- 

ment-owned  Residences®-  Installation  of  tele- 
phone in  Government -owned  private  quarters  of  an 
employee,  to  receive  service  through  a Department 
private  branch  exchange  may  be  authorized  but  no 
appropriation  of  the  Department  may  be  expended 
for  telephone  service  installed  in  any  private 
residence  or  private  apartment  or  for  tolls  or 
other  charges  for  telephone  service  from  private 
residences  or  private  apartments,  except  for  long- 
distance telephone  tolls  required  strictly  for  the 
public  business  as  shown  by  sworn  vouchers  approved 
by  the  head  of  the  bureau.  Telephone  service  ren- 
dered through  a departmental  private  branch  ex- 
change to  private  quarters  shall  bp  raid  for  month- 
ly "by  the  employee  concerned,  , ..^,»o7er,  an  em- 

ployee having  no  other  office  or  official  head- 
quarters, uses  one  or  more  rooms  in  his  private 
residence  exclusively  for  office  purposes  and  as 

a public  office,  the  payment  for  telephone  service 
installed  therein  for  his  official  use  only  is  not 
prohibited®  (l740) 

1673*  Hse  of  Official  Telephones  for  Private 
Business®-  The  use  of  official  telephones  for 
outgoing  private  messages  is  strictly  prohibited; 
such  messages  must  be  sent  from  the  public  booths® 
Important  and  necessary  incoming  messages  may  be 
received,  but  supervisory  employees  of  the  various 
bureaus  must  see  that  this  privilege  is  not  abused® 
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REGULATIONS  OF  THE  U,  S.  DEPARTMENT  OF  AGRICULTURE 


Telephones 


I67I4.  Long  Distance  Telephone  Calls. 

1,  Standards  and  Controls 

a*  Long  distance  telephone  calls  may  be  made  only  tdien  the  official 
business  to  be  transacted  is  urgent,  when  a less  expensive  mode  of 
communication  will  not  serve  the  puipose,  and  when  the  making  of  such 
calls  is  definitely  required  by  the  Interest  of  the  Government. 

b.  The  minimum  standards  given  below  will  be  used  by  all  officers 
and  employees  of  the  Department  to  test  the  urgoicy  of  a long  distance 
call,  and  no  long  distance  telephone  expense  shall  be  incurred  unless t 

(1)  The  efficient  execution  of  iiaportant  official  business  would 
definitely  be  hindered;  or 

(2)  A monetary  loss  might  result  to  the  Govemmait  if  a less  expensive 
mode  of  communication  were  used;  or 

(3)  The  subject  required  to  be  discussed  irould  necessitate  travel  if 
long  distance  telephone  service  were  not  used;  or 

(I4)  Immediate  official  action  is  required  by  an  emergency  situation 
relating  to  illness,  injury,  property  damage,  or  other  similar  circum- 
stances. 

c.  ^en  it  is  determined  that  a long  distance  call  is  absolutely 
necessary,  the  person  making  the  call  should  assemble  all  pertinent 
data  and  so  organize  the  material  that  the  call  may  be  conpleted  in  the 
most  efficient  and  economical  manner.  The  conversation  should  be  limited 
to  the  official  business  involved. 

d.  Chiefs  of  bureaus  are  responsible  for  exp^ditures  for  long  dis- 
tance telephone  ser^ce  and  shall  prescribe  the  necessary  control  measures, 
appropriate  to  each  organization,  to  guard  against  unnecessary  ex- 
penditures for  such  calls.  Such  measures  shall  include  provisions  for 
periodically  analyzing  the  record  of  long  distance  telephone  calls,  for 
reviewing  the  rates  of  expenditures,  and  for  testing  calls  against  the 
above  standards  so  that  the  bureau  chief  can  be  assured  that  adequate 
controls  are  in  effect.  A brief,  but  specific  record  of  long  distance 
telephone  calls,  costing  more  than  50  cents  each,  shall  be  kept  in  each 
bureau,  giving  the  specific  subject  of  each  call  and  the  reason  the 
business  could  not  be  handled  b7  & less  expensive  mode  of  communication. 

If  there  are  many  calls  on  the  same  general  subject  during,  for  ex- 
ample, a week  or  month,  a brief  written  record  for  the  group  of  calls 

may  be  made  in  lieu  of  a record  for  each  call.  ^ 

2.  Certification 

a.  The  act  of  May  10,  1939,  53  Stat.  738,  provides  that  no  appropria- 
tion shall  be  used  for  the  payment  of  long  distance  telephone  tolls 
except  for  the  transacticm  of  public  business  which  the  interest  of  the 
Government  req>  ires  to  be  so  transacted  and  unless  each  voucher,  in- 
cluding travel  reimbursement  vouchers,  covering  such  tolls  carries  a 
certification  that  the  use  of  the  telephone  in  such  instances  was  neces- 
sary in  the  interests  of  the  Government.  The  Chief  of  the  Office  of 
Plant  and  Operations,  or  a duly  designated  official  of  that  office,  is 
authorized  to  execute  this  certification  on  all  vouchers  covering  long 
distance  telephone  tolls  paid  in  Washington,  D.  C.  Such  certification 
shall  in  all  cases  be  supported  by  appropriate  certifications  by  re- 
sponsible bureau  officials. 


Revised  U-25-ii7  (Amendmait  2Ul) 


REGULATIONS  OF  THE  U.  S.  DEPARIMENT  OF  AGRICULTURE 


Telephones 

167U  (cent.  1) 

b.  Any  officer  authorized  to  certify  and  approve  voudiers  is  authorised 
to  execute  the  certification  required  tgr  53  Stat.  738  iiith  respect  to 
tolls  paid  in  the  field  or  reimbursed  to  travelers, 

1675.  Listing  of  Field  Offices  or  Stations  in  Telephone  and  City  Direc- 
tories. For  the  convenience  of  the  public  and  in  order  to  facilitate  ” 
the  transaction  of  business  in  a locality  litiere  there  is  more  than  one 
field  office  or  station  of  the  Department  of  Agriculture,  the  representa- 
tives thereof  should  confer  as  a group  and  arrange  with  the  proper  authori- 
ties of  the  telephone  and  city  directory  companies  for  carrying  in  the 
local  directories  a consolidated  alphabetical  listing  of  the  Department 
by  organizations I for  example: 

Agriculture  - U.  S.  Department  of 

Agricultural  Economics  - Bureau  of 
State  Statistician 

Federal  Bldg.  - l600  Main  St. 

Production  and  Marketing  Administration 
Fruit  and  Vegetable  Branch 
Market  News  Service 

Post  Office  BUg.  - 900  Main  St. 

(Also  telephone  number  in  listing  in  telephone  directoiy) 

Vhere  there  are  other  Federal  agencies  in  the  same  locality  the  de^^t- 
mental  group,  preferably  through  the  Federal  Business  Association  or 
like  organization,  should  endeavor  to  arrange  for  a consolidated  list- 
ing of  all  Federal  activities,  alphabetically  by  departments,  imder  the 
heading  "United  States  Government." 

Cross  listing  by  individual  bureau  and  activity  desi^iations  will  still 
be  desirable  in  many  cases  because  of  lack  of  familiari-ty  on  the  part 
of  the  public  with  the  Government  organization.  (See  Regulation  1571. ) 


Revised  U>25-U7  (Amendment  2i4l) 


TELEGRAMS,  RADIOGRAMS,  AND  CABLEGRAMS 


l681.  Telegrams.-  Any  en5)loyee  of  the  Depart- 
ment, when  the  exigencies  of  the  service  or  the  re- 
quirements of  his  official  duty  make  such  action 
necessary,  is  authorized  to  incur  expense  for  tele- 
graph, radio,  or  cable  messages. 

Government  systems  will  he  utilized  whenever 
practicable  and  available  for  the  transmission  of 
official  dispatches  provided  the  service  is  reli- 
able and  free  of  charge  or  less  expensive  than  the 
commercial  systems.  Administrative  officers,  who 
may  be  required  to  send  telegrams  from  Washington 
to  field  stations  of  the  Department  or  from  field 
stations  of  the  Department  to  Washington  or  to  oth- 
er points  in  the  field,  should  familiarize  them- 
selves with  Division  of  Operation  Circular  No.  11, 
dated  September  29,  1937 > concerning  Government- 
operated  telegraph  facilities. 

Commercial  radiotelegraphic  service  should  be 
utilized  when  available  and  more  economical  than 
other  services. 

The  telegraph  service  should  not  be  used  un- 
less the  exigencies  of  the  service  require  a speedi- 
er mode  of  communication  than  the  ordinary  mail  or 
air  mail  afford.  Care  should  be  taken  to  eliminate 
all  unnecessary  body  words  from  telegrams.  Figures 
may  be  expressed  in  figures  or  words,  five  figures 
or  fraction  of  five  figures,  including  decimals, 
fraction  marks,  dashes  and  ordinal  numbers,  such  as 
21st,  22d,  will  be  counted  as  one  word  when  used  in 
their  natural  sense.  Mixed  letters  and  figures,- 
such  as  123ab,  (two  words),  12d34,  (three  words), 
are  considered  as  separate  groups.  The  comma,  peri- 
od, colon,  semicolon,  dash  or  hyphen,  quotation 
marks,  parentheses,  question  mark,  and  apostrophe 
when  employed  as  such  by  the  sender  in  messages 
within  the  United  States  will  neither  be  counted 
nor  will  any  charge  be  made  for  same.  Punctuation 
marks,  such  as  comma,  period,  colon,  etc.,  when 
written  out  will  be  counted,  and  a charge  made  for 
same.  The  use  of  the  punctuation  marks  as  such  will 
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WASHINGTON 


Octo’ber  29  > 1937 
Al^NDMENT  TO  THE  REGULATIONS 
Amendment  No.  46. 

There  appears  on  the  reverse  side  of  this  and 
subsequent  sheets  revision  of  paragraphs  16BI5  l6S2, 
and  1623^  entitled  ''Telegrams^ , ^'Procedm  e in  Wash- 
iington” , and  ”Hadiograms  and  Cables”  5 respectively. 

The  revision  of  paragraph  l6Sl  was  for  the  pur- 
pose of  insuring  the  use  of  Government-operated  fa- 
cilities whenever  practicable  and  available  or  less 
expensive  than  the  commercial  systems;  and  for  the 
further  reason  that  on  the  respective  dates  of  June 
1,  1937  Olid.  June  23  > 1937  > telegraph  and  commer- 
cial radio  companies  abolished  what  is  commonly 
known  as  the  ”night  message  service” 5 and  changed 
the  method  of  counting  figures  as  chargeable  words. 
Effective  October  15>  1937?  punctuation  marks 
when  employed  as  such  by  the  sender  in  messages 
within  the  United  States  will  neither  be  counted 
nor  will  any  charge  be  made  for  same.  Furthermore 5 
if  desirable  messages  may  be  written  in  paragraphs 
by  the  sender. 

The  reasons  for  the  revision  of  paragraph  l6S2 
were  to  avoid  the  necessity  for  amending  the  regu- 
lation each  time  a bureau  moves  to  a building  in  the 
^’main  Department  building  group”  j and  due  to  the 
fact  the  ” night  message  service”  has  been  abolished. 

The  revision  of  paragraph  16S3  ^as  for  the  pur- 
pose of  securing  a substantial  saving  to  the  Depart- 
ment through  its  adoption. 

/aJI^ 

Acting  Secretary. 


Telegrams,  Radiograms,  and  Cablegrams 


remove  any  necessity  for  using  the  word  ’’stop”  or 
the  spelling  out  of  punctuation  marks.  If  desir- 
able messages  may  be  written  in  paragraphs  by  the 
sender.  The  sender  should  choose  the  cheapest  form 
of  service  - straight  telegram,  day  letter,  night 
letter,  timed  wire  service  (when  available),  and 
serial  service  - considering  the  probable  time  of 
delivery  and  the  in^jortance  of  the  message.  Con- 
sideration should  be  given  to  difference  in  time  of 
the  various  time  zones;  messages  from  field  sta- 
tions to  Washington  should  be  sent  at  night  letter 
rate  if  filed  after  4:15  E.S.T.,  unless  ex- 

tremely lorgent.  Uneconomical  transmittal  should  be 
noted  in  the  administrative  examination  of  accounts 
and  brought  to  the  attention  of  the  responsible  em- 
ployee. The  rates  for  Government  messages  are  giv- 
en in  the  Standardized  Government  Travel  Regula- 
tions in  the  section  "Telegraph,  cable,  and  radio 
service."  Weather  Bureau  messages  are  transmitted 
at  special  rates  fixed  in  annual  contracts.  The 
billing  telegraph  office  should  be  required  to  fur- 
nish with  accounts  the  originals  of  outgoing  mes- 
sages, or  copies  of  those  received.  (112,  637) 

16S2.  Procedure  in  Washington.-  All  telegrams 
emanating  from  the  Department  in  the  District  of 
Columbia  (except  for  the  Secretary's  signature  and 
those  from  the  Bureau  of  Agricult'ural  Economics, 
Weather  Bureau,  and  organizations  located  in  other 
than  the  main  Department  building  group,  which  are 
handled  by  special  procedure)  shall  be  prepared  in 
triplicate,  an  original  on  a departmental  telegraph 
blank,  and  two  carbon  copies,  and  sent  promptly  to 
the  Department  telegraph  office,  where  one  carbon 
copy  will  be  stamped  with  the  date  and  time  of  re- 
ceipt and  returned  to  the  bureau  concerned.  Outgo- 
ing telegrams  should  not  be  aJLlowed  to  accumulate 
in  bureaus  but  should  be  sent  to  the  telegraph  of- 
fice as  soon  as  signed. 

Each  chief  of  bureau  will  designate  an  employ- 
ee under  his  jurisdiction  whose  duty  it  shall  be  to 
scrutinize  carefully  all  telegrams  originating  in 
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his  hiireau  and  initial  same  before  transmission  to 
the  Department  telegraph  office.  The  Department 
telegraph  office  will  not  accept  telegrams  not  so 
initialed.  The  name  of  the  employee  designated  for 
this  purpose  shall  be  reported  to  the  Office  of  the 
Secretary. 

In  preparing  telegrams  for  the  signature  of 
the  Secretary,  an  original  on  a departmental  tele- 
graph blank  and  four  carbons  (one  salmon-colored 
and  three  white  copies)  shall  be  made.  The  initials 
of  the  chief  of  bureau  in  which  the  telegram  origi- 
nates should  appear  on  the  original  and  the  salmon- 
colored  copy  of  the  telegram.  The  title  ’’Secretary” 
should  never  appear  on  a telegram.  If  it  is  really 
necessary  to  indicate  the  title,  the  term  ’’Secre- 
tary of  Agriculture”  should  be  used.  The  name 
should  not  be  typed  in  prior  to  signature.  In  no 
case  should  copies  of  telegrams  prepared  for  the 
signature  of  the  Secretary  be  mailed  or  referred  to 
in  correspondence  until  the  stamped  copy  has  been 
received  from  the  Department  telegraph  office. 

All  outgoir^g  telegrams  before  being  forwarded 
to  the  Department  telegraph  office  will  be  classi- 
fied by  the  bureaus  as  follows: 

Day:  Messages  to  be  handled  in  the  class  with 

preferred  commercial  business. 

Timed  wire  service:  Messages  of  more  than 

average  length  to  be  handled  in  the  class  with  pre- 
ferred commercial  business.- 

Serial  service:  Where  more  than  one  message 

is  to  be  sent  to  the  same  addressee  on  the  same  day; 
messages  to  be  handled  in  the  class  with  preferred 
commercial  uusiness. 

Day  letters:  Messages  to  be  handled  in  the 

class  with  deferred  commercial  business. 
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Night  letters:  Messages  to  be  handled  in  the 

class  with  night  letter  commercial  business. 

In  the  event  a bureau  fails  or  neglects  to 
classify  a telegram,  the  superintendent  of  tele- 
graph and  telephone  is  authorized  to  dispatch  same 
by  the  most  economical  and  effective  method-, 

1683.  Radi ograms  and  Cables.-  Administrative 
officers  concerned  should  be  familiar  with  Govern- 
ment-operated radio  and  cable  facilities  to  foreign 
countries,  territorial  and  insular  possessions  of 
the  United  States,  and  these  facilities  should  be 
used  unless  in  particular  cases  commercial  cables 
are  speedier  and  the  messages  require  expedition. 

In  filing  cable  or  radio  messages  for  transmittal 
in  the  Department  telegraph  offices,  bureaus  should 
indicate  the  transmitting  agency  desired.  (637? 

2027) 


The  registered  cable  address  for  the  Bureau  of 
Agricultural  Economics  is  ”Agrecon*'  and  the  address 
for  all  the  other  bureaus  of  the  Department  is 
*'Pluribus . These  addresses  are  registered  with 
all  telegraph,  cable,  and  radio  companies  accepting 
international  communications. 

Official  messages  of  the  Department  originat- 
ing in  any  foreign  country  other  than  Mexico  and 
Canada  should  carry  the  appropriate  registei.d 
cable  address.  As  the  Department  is  charged  for 
each  word  in  the  address,  the  use  of  the  appropri- 
ate registered  cable  address  will  result  in  a sav- 
ing. 

l6S4.  Personal  Messages.-  Charges  for  the 
transmission  of  unofficial  material  by  telegram, 
radio,  or  cable  can  not  be  paid  from  Department  ap- 
propriations. Applications  for  or  inquiries  about 
leave,  inquiries  about  payment  of  salary  or  expense 
accounts,  and  responses  to  such  inquiries  are  unof- 
ficial. (See  paragraph  covering  ’’Personal  messages” 
in  the  Standardized  Government  Travel  Regulations.) 

(1673) 
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ACQUISITION,  CONSTRUCTION,  AND  REPAIR  OF  REAL  PROPERTY 


1711,  Acquisition  of  *Title«* 

1.  Before  any  real  property  may  be  acquired  either  by  purchase  or 
donation,  legislative  authority  must  have  been  provided  and  the 
necessary  funds  appropriated  for  such  acquisition*  (I886,  I828, 

1829) 

2*  Whenever  the  purchase  of  real  property  (other  than  the  classes 
hereinafter  excepted)  will  involve  an  expenditure  in  excess  of 
$5»000,  no  action  shall  be  taken  in  connection  therewith,  or  any 
public  announcement  made  thereof,  until  approval  of  the  Secretary 
shall  have  been  secured*  Each  request  submitted  for  the  approval 
of  the  Secretary  shall  set  forth  in  connection  with  the  contemplated 
purchase  of  property  (l)  the  estimated  ccst,  (2)  the  character  of, 

(3)  the  necessity  for,  (4)  the  source  of  funds  to  be  used  and  the 
legal  authority  therefor,  end  (5)  the  relationship  of  the  property 
to  other  facilities  of  the  bureau  in  (a)  the  immediate  vicinity, 

(b)  the  State  or  general  locality,  or  (c)  the  region  (with  respect 
to  those  organizations  operating  on  a regional  basis)  and  shall 
include  a brief  description  of  the  real  property  owned  or  controlled 
in  the  immediate  vicinity  by  other  bureaus  of  this  Department*  This 
procedure  is  not  applicable  to  the  acquisition  of  land  for  National 
Forests,  the  land  utilization  program,  or  similar  projects**  ♦ * 

1712,  Leasee* 

1*  *Accetytance  of  Bids  and  Execution  'of  Leases*  The  Chief,  Office 
of  Plant  and  Operations,  or  officials  of  that  Office  designated  by 
him,  or,  with  his  concurrence,  chiefs  of  bureaus  or  officials  desig- 
nated by  them,  may  accept  bids  and  prepare  and  execute  leases  eind 
related  instruments  for  real  property  for  the  use  of  the  Department** 

2.  *Free  Space*  Before  seeking  to  lease  building  space  or  land,  an 
endeavor  shall  be  made  to  obtain  free  premises*  If  suitable  space 
is  available  in  Federal  buildings,  it  must  be  accepted,* 

3»  Competitive  Bids* 

a*  *Except  as  stated  in  paragraph  b,  requir«nents  for  building  space 
or  land  shall  be  advertised  and  at  least  three  (more  if  possible) 
owners  of,  or  agents  for,  eligible  premises  shall  be  invited  to  sub- 
mit bids*  U.  S*  Standard  Form  33  (Revised)  should  be  used  in  formal 
advertisements** 

b,  *Competition  is  not  required  1 

(1)  In  emergencies*  But  premises  so  leased  may  be  occupied 
only  until  such  time  as  it  is  possible  to  conduct  a fonM.1  solici- 
tation and  make  an  award  thereunder* 

(2)  If  the  total  rental  for  any  fiscal  year  does  not  exceed  the 
open  market  authorization  for  the  bureau,  activity,  or  fund  con- 
cerned* However,  only  the  lowest  priced  suitable  building  space  or 
land,  as  determined  by  careful  inquiry,  may  be*leased* 

(3)  If  precluded  by  the  nature  of  thv«<  occupancy  or  other  uniquq 
circumstances** 

4*  Term  of  Lease*  A lease  *shall*  cover  only  that  period  of  time 
for  which  the  fund  to  be  charged  is  available*  A renewal  provision 
may  be  included*  (1732,  1751) 


Revised  3*26-43  (Amendment  I60) 
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Acquisition,  Construction,  and  Repair  of  Real  Propertj 


1712  (cont.  1) 

5.  Form  of  Leases.  Formal  lease,  prepared  on  U,  S,  Standard  Form  No* 

2 (Revised)  must  be  executed  ythea  the  Government  is  the  lessee  of  real 
property,  unless  the  term  of  the  lease  does  not  exceed  (xie  year  and 
the  total  rental  does  not  exceed  $100,  in  iihich  case  an  informal  agree- 
ment may  be  used*  However,  a successicai  of  informal  agreements  must 
not  be  executed  during  the  same  fiscal  year  to  avoid  the  use  of  U.  S. 
Standard  Form  No*  2 (Revised) • 

6*  MftTiimim  Rental 

a.  The  annual  rental  rate  for  any  building  or  part  of  a biiilding  (less 
the  actual  cost  of  services  furnished  hy  the  lessor  under  the  lease), 
if  more  than  $2,000,  must  not  exceed  l5  per  cent  of  the  fair  market 
value  of  the  rented  premises  at  the  date  of  the  lease*  This  limitation 
does  not  apply  to  leases  of  premises  in  foreigp  countries  for  -Uie  for- 
eign services  of  the  Ihiited  States,  (1806) 

b*  For  the  duration  of  the  war  and  for  the  first  lease  renewal  period 
thereafter,  it  will  not  be  necessary  to  obtain  evidence  of  the  current 
fair  market  value  of  leased  premises  before  renewing  leases  in  which 
the  annual  rental  rates  exceed  $2,000  per  annum* 

7»  Exercise  of  Renewal  Options*  Foi*  the  duration  of  the  war  and  for 
the  first  lease  renewal  period  thereafter,  a comprehensive  canvass  of 
owners  of,  or  agents  for,  eligible  premises  prior  to  the  renewal  of 
leases  containing  a renewal  option  will  not  be  required*  However,  it 
shall  be  the  duty  of  an  official  authorized  to  renew  the  lease  to  de- 
termine that  renewal  is  to  the  best  interest  of  the  Govenuaent* 

8*  Cancellation  Clause,  A clause  which  will  permit  the  temlnation 
of  a lease  prior  to  its  expiration  or  during  ai^  period  of  renewal  may 
be  inserted  in  a lease  when  there  is  a reasonable  probability  that 
more  advantageous  arrangements  can  be  made  or  that  the  Departoent  ac- 
tivity involved  will  be  discontinued* 

9*  Filing  in  Office  of  Plant  and  Operations*  Copies  of  letters  of 
authorization  to  accept  bids  and  execute  leases  azxl  of  bureau  instruc- 
tions relative  to  leasing  procedure  shall  be  filed  in  the  Office  of 
Plant  and  Operati  <ms* 

10*  Clearance  by  and  Reports  to  Federal  Works  Agency* 


a*  ^ After  July  1,  19U7>  no  lease,  agreement,  renewal  or  supplemental 
agreement  for  the  acquisition  of  leased  premises  shall  be  entered  into 
by  any  agency  unless  prior  clearance  shall  have  been  obtained  from  the 
Public  Buildings  Administration  of  the  Federal  Iforks  Agency,  except 
those  fort 

(1)  Office  space  involving  annual  rental  rates  of  less 
than  $500  for  teoporary  occupancy  of  less  than  six  months; 

(2)  Varehouse,  storage  or  other  space  not  primarily  for 
office  use  involving  annual  rental  rates  of  less  than  $^0; 

(3)  Hniaproved  land  regardless  of  rental  rate;  and 

(U)  Space  outside  the  continental  limits  of  the  United 
States,  including  Alaska*  aft 
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b.  A report  of  each  leasing  transaction  * which  does  not  require  prior 
clearance  as  set  forth  in  "a”  above  * shall  be  submitted  to  the  Office 
of  Plant  and  Operations  for  its  records  and  f or  iransmittal  to  the 
Public  Buildings  Administration  under  such  rules  and  regulations  as 
the  Office  of  Plant  and  Operations  shall  prescribe,  except  that  no 
reports  shall  be  required  by  that  office  for  the  following  types  of 
contracts,  agreements,  leases,  etc*: 

(1)  Service  contracts,  including  infonnal  agreements,  covering 
such  services  as  telephone,  janitor  service,  electricity,  water, 
garage  storage,  mechanical  repairs  and  inspection,  etc.; 

(2)  Infonnal  agreements  covering  individual  garages  solely  for 
the  storage  of  one  or  two  pieces  of  automotive  equipment  at  a 
stiptilated  sum  per  month; 

(3)  Leases  and  agreements  covering  unimproved  land  and  interests 
therein  other  than  land  acquired  for  lot  storage  purposes. 

11.  Repairs  to  Leased  Property. 

a*  Repairs,  alterations,  and  improvements  to  leased  property,  may 
be  made  at  Government  expense  if  not  inconsistent  with  the  pro- 
visions of  the  lease  and  if  the  expenditures  do  not  exceed  25  per 
cent  of  the  rental  f or  the  first  12  months  of  occupancy;  however, 
no  expendittires  in  excess  of  25  per  cent  of  the  rental  for  the  origi- 
nal term,  if  less  than  12  months,  shall  be  made  \mless  and  until  the 
term  is  act\ially  extended  by  a leasing  instrument  or  instruments. 

(1806) 

b.  irhere  property  is  occupied  at  nominal  or  free  rentals,  expendi- 
tures for  the  nominal  rental  and  for  repairs,  alterations,  and  im- 
provements, if  permitted  by  the  provisions  of  a properly  executed 
instrument,  may  be  made  up  to,  but  no  exceeding,  25  per  cent  of  15 
per  cent  of  the  fair  market  value  of  the  portion  of  the  property 
occupied  under  the  instrument.  In  meritorious  cases,  a waiver  of 
this  limitation  may  be  granted  by  the  Chief,  Office  of  Plant  and 
Operations.  (For  "Alterations  to  Federal  Buildings"  see  Regtilation 
17lU.) 

1713.  Construction  of  Buildings. 


1 . No  contract  shall  be  entered  into  f or  the  erection,  repair,  or 
furnishing  of  any  public  building,  or  for  any  public  improvement 
which  shall  bind  the  Government  to  pay  a larger  sum  of  money  than 
the  amoiint  in  the  Treasury  appropriated  for  the  specific  purpose 
unless  such  construction  is  specifically  authorized  by  law.  (1732) 

2.  Whenever  the  estimated  cost  of  the  contemplated  erection  or 
repair  of  any  Government-owned  building,  or  any  addition  thereto, 
is  in  excess  of  $5>000,  no  action  shall  be  taken  in  connection 
therewith,  or  any  public  announcement  made  thereof,  until  approval 
of  the  Secretary  shall  have  been  secured.  Each  request  submitted 
for  the  approval  of  the  Secretary  sh2Lll  be  accompanied  by  a state- 
ment indicating  with  respect  tc  each  building  (l)  the  estimated  cost, 
(2)  the  character  of,  (3)  the  necessity  for,  (U)  the  source  of  funds 
to  be  used  and  the  legal  authority  therefor,  and  (5)  the  relation- 
ship of  the  building  to  other  facilities  of  the  bureau  in  (a)  the 
immediate  vicinity,  (b)  the  State  or  general  locality,  and  (c)  the 
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regional  basis),  and  shall  include  a brief  description  of  the  sta- 
tions or  other  facilities  located  in  the  innnedlate  vicinity  which 
are  owned  or  controlled  by  other  bureaus  of  this  Department*  If 
the  construction  or  repair  of  buildings  is  managed  on  an  annual  or 
other  program  basis,  the  advance  submission  of  the  program  for  the 
period  involved  is  desired  rather  than  separate  submissions  for  the 
several  structures  involved.  In  such  cases  the  information  stipu- 
lated in  the  foregoing  should  be  included  Insofar  as  possible. 

3*  A formal  contract  shall  be  required  for  the  erection  or  repair 
of  any  building,  or  addition  thereto,  whenever  the  amount  involved 
is  in  excess  of  $2,000,  and  the  work  is  to  be  performed  by  a con- 
tractor. It  shall  be  discretionary  with  each  bureau  whether  this 
regulation  shall  apply  with  respect  to  amounts  of  $2,000  or  less, 
where  a less  formal  agreement  only  is  required. 


4.  Permanent  structures  shall  not  be  located  on  other  than  Govern- 
ment-owned land.  (1054,  1065) 

1714.  Alterations  to  Federal  Buildings.  Funds  of  a bureau  *may* 
be  used  to  make  alterations  to  a Federal  building  under  the  super- 
vision of  some  other  department  *or  independent  establishment  only 
when  such  alterations*  are  not  necessary  to  the  ordinary  use  or 
operation  of  the  building  and  do  not  involve  structural  changes. 

Any  bureau  *wishing  to  make*  such  special  alterations  shall  submit 
its  request,  together  with  a statement  relative  to  the  needs  for 
the  alterations,  to  the  *0ffice  of  Plant  and  Operations*  for  trans- 
mittal to  the  appropriate  department  or  independent  establishment. 
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1*  Tte  Chief,  Office  of  Plant  and  Operatlais,  has  general  responsi- 
bility and  may  prescribe  regulations  for  the  efficient  management, 
operation,  utilisaticm  of  space,  and  protection  of  buildings  occupied 
by  the  Department.  ♦ 

2.  All  l£tnds  (excepting  lands  acquired  for  forest  reserres),  buiJ.dings, 
telegraph  lines,  telephone  lines,  cables,  fences,  and  other  iaprore- 
2Bent8  of  a permanent  character,  located  outside  of  the  District  of 
Columbia,  constructed  or  purchased  by  the  Department  shall  be  made  a 
matter  of  record  in  the  bxireau  concerned. 

1722.  ♦ General  Consideratiwis. 

1.  Use  of  Buildijigs.  Space  occupied  by  the  Department  shall  be  used 

only  for  official  business  or  for  authorized  «^loyee  activities.  For 
secirrity  reasons,  admission  to  any  portion  of  such  space  may  be  re- 
stricted, (See  paragraph  6.)  _ 

2.  Adjadttance  to  Department  Areas.  Unless  properly  authorized,  no 
person  shall  be  admitted  during  oiher  than  regular  irorking  hours  to  any 
area  occupied  by  the  Department.  Ihere  necessary,  agencies  may  issue 
passes  valid  for  not  more  than  one  year.  The  Office  of  Plant  and  Opera- 
tions Td.ll  supply  blank  passes  (^orm  AD-53#  Bnployee*s  Pass)  upon  re- 
quest of  the  proper  agency  official.  Passes  must  be  turned  in  to  the 
issuing  office  for  cancellation  iq)on  separation  or  transfer  of  em- 
ployees. 

3.  Peddl^g,  Canvassing,  Soliciting,  Ete.  Exdept  as  provided  in  Begu- 
lation  and  i^ersonnel  Circular  No,  123,  peddling,  canvassing, 
soliciting,  distribution  of  miofficial  irritten  material,  sale  of  tictets, 
etc.,  are  prohibited  in  all  areas  occupied  by  the  Department,  In 
Washington  any  violation  of  this  provision  shall  be  reported  immediately 
to  the  Office  of  Plant  and  Operations.  Violations  in  the  field  shall 

be  reported  to  the  proper  field  official, 

U.  Duplay  of  Advertising  iUtter.  The  display  of  advertising  matter, 
incl\iding  advertising  calendars,  in  offices  and  laboratories  of  the 
Department  is  prohibited. 

5.  BujLietin  Boards.  Bulletin  boards  shall  not  be  placed  in  or  affix«i 
to  buildings,  except  upon  approval  of  the  building  custodian  or  other 
authorized  official.  Notices,  posters,  or  other  announceaaesits,  -when 
approved  by  the  proper  official,  shaill  be  posted  only  on  bulletin 
boards. 

6,  Auditoriums  and  Conference  Roaas. 

a.  AuditoriiMS  ^d  conference  rooms  provided  to  facilitate  the  irork 
of  the  Department  should  be  restricted  to  official  use  except  that, 
subject  to  the  detezmination  of  the  official  in  charge,  such  facilities, 
Trtien  not  needed  for  official  irork,  may  be  used  for  other  appropriate 
purposes  "when  properly  Justified, 

b.  Department  auditorittss  and  conference  rooms  shall  not  be  used  for 
meetings  of  a political,  or  sectarian  character  or  meetings  held  for  ths 
purpose  of  promoting  coianercial  enterprises* 
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★ c.  Use  of  the  Thomas  Jefferson  Memorial  Auditorium  is  restricted  to 

(1)  Official  activities  of  the  agencies  of  the  Federal  and  Dis- 
trict of  Columbia  Governments  and  the  Ihiited  Naticaisj 

(2)  Work  of  the  Department  of  Agriculture  Graduate  School; 

(3)  Eiaployee  activities  when  approved  by  the  Director  of  Personnel; 

(U)  Meetings  pertinent  to  the  work  of  any  Government  agency  when 
officially  sponsored  by  the  head  of  that  agency. 

(See  Regulation  1577  regarding  charging  of  admission  to  such  auditoriums  and 
other  rooms. ) 

7.  Display  of  the  Flag«  Display  of  the  flag  of  the  United  States  of  America 
shall  be  in  accordance  with  regulations  prescribed  by  law  (36  U.S.C.  173-178), 
copies  of  irtiich  can  be  obtained  from  the  Office  of  Plant  and  Operations.  On 
all  working  days  and  on  such  other  days  as  are  specifically  provided  by  law 
or  pa*oclamaticai,  weather  permitting,  the  flag  shall  be  displayed  on  or  near 
all  buildings  controlled  or  occupied  solely  by  the  Department.  Ifhere  the 
Department  occupies  two  or  more  buildings  on  a single  site  or  on  a mili- 
tary or  naval  reservation,  the  display  of  one  flag  on  or  near  the  main  ad- 
ministration building  is  sufficient. 

1723.  Fire  and  Accident  Prevention. 

1.  General.  All  reasonable  precautions  must  be  taken  to  prevent  accidents 
and  fires.  Premises  must  be  kept  in  good  repair.  Office  and  other  equip- 
ment, extension  cords,  etc.,  must  be  so  placed  as  not  to  create  hazards. 

2.  Smoking.  Smoking  is  prohibited  in  any  area  used  for  the  storage  or  pro- 
cessing of  flammable  materials  or  where  smoking  would  endanger  public  property 
or  interfere  with  the  transaction  of  public  business.  "No  Smoking”  signs 
shall  be  displayed  where  necessary.  Throwing  lighted  cigars  and  cigar '-■’■tes 
out  of  windows  is  prohibited. 

3.  Storage. 

a.  All  stored  equipment  and  material  miast  be  placed  in  an  orderly  manner 
and  so  arranged  as  to  leave  free  passage  and  permit  adequate  inspection  and 
fire  protection. 

b.  In  general,  letters  and  paj^rs,  when  stored,  should  be  placed  in  closed 
metal  filing  cases  or  cabinets.  Metal  shelving  should  be  used  for  the  storage 
of  books,  bulletins,  and  pamphlets, 

c.  liooden  and  other  combustible  equipment  which  is  obsolete  or  damaged  or 
which  has  been  decla.  ad  surplus  shall  be  disposed  of  promptly. 

d.  Particular  attention  shall  be  paid  to  storage  of  highly  flanraable  or 
explosive  .liaterials.  Rules  governing  this  type  of  storage  shall  adhere  as 
closely  as  is  practicable  to  the  applicable  recommendations  of  the  National 
Board,  of  Fire  Underwriters  (Address j 35  John  Street,  New  York,  New  York), 

e.  Photographic  film  shall  be  stored  in  accordance  with  the  recommendations 
of  the  Federal  Fire  Council,  copies  of  which  may  be  obtained  from  the  Office 
of  Plant  and  Operations.  ^ 
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^ f , Stored  materials  shall  not  be  stacked  In  such  a manner  as  to 
create  fire  or  accident  hazards.  In  areas  protected  ndth  a sprinkler 
system,  there  must  be  at  least  a 12  inch  (preferably  18  inch)  clear- 
ance between  the  sprinkler  head  deflectors  and  the  stored  materials. 

In  areas  without  sprinkler  systems,  there  must  be  at  least  a 2U  inch 
clearance  between  the  bottom  of  the  lowest  overhead  beam  or  girder 
and  the  stored  material, 

U.  External  Hazards,  Every  effort  should  be  made  to  avoid  occupancy 
of  any  area  adjacent  to  hazards,  such  as  flammable  or  explosive 
materials,  health  hazards,  etc.  ’Where  such  occupancy  is  necessary, 
all  reasonable  precautions  shall  be  taken. 

I72U.  Sanitation.  Premises  occupied  by  the  Department  shall  be  kept 
in  a clean  and  sanitary  condition  at  all  times.  Storage  of  edible 
materials  shall  be  in  verminproof  containers, 

1725,  Conservaticn  of  Utilities.  It  is  the  responsibility  of  every 
employee  to  effect  all  possible  economies  in  the  use  of  gas,  electricity, 
water  and  heat. 

1726,  Safeg-uarding  Premises, 

a.  In  order  to  protect  Government  property,  all  precautions  shall  be 
taken  to  see  that  premises  are  secured  when  employees  are  not  present, 

b.  Locked  Rooms,  If,  for  security  reasons,  a room  or  an  area  must  be 
locked,  a duplicate  key  shall  be  provided  for  the  building  ciostodian  or 
other  authorized  official, 

c.  Keys.  Insofar  as  possible,  all  rooms  shall  be  master-keyed  and 
the  master  key  kept  by  the  custodian  of  the  building  or  other  author- 
ized official.  In  the  District  of  Columbia,  keys  to  rooms,  when  re- 
quired, may  be  obtained  through  the  Office  of  Plant  and  Operations. 
Distribution  of  keys  shall  be  made  a matter  of  record  in  the  agency 
concerned. 

1727,  Standards  for  Construction,  Repair,  Maintenance,  Operation,  and 
Inspection  of  Buildings  and  Building  facilities. 

1.  Code  Compliance. 

a.  Design.  Plans  amd  specifications  for  construction,  repairs,  altera- 
tions, mechanical  and  laboratory  installations,  and  materials  shall, 
insofar  as  practicable,  follow  the  current  applicable  recoimendations 
contained  in  codes  or  recomaendations  issued  by  authorities  listed  in 
paragraph  2.  All  plans  and  specifications,  except  for  minor  alterations 
and  rep^rs,  shall  be  prepared  or  approved  by  qualified  ao*chitectural 

or  engineering  personnel  prior  to  the  actual  performance  of  the  work. 

b.  Operatic.,  Inspection,  and  Maintenance.  In  connection  with  the 
operation,  infection,  ana  maintenance  of  buildings  and  building 
facilities,  the  applicable  recommendations  of  authorities  listed  in 
paragraph  2 shall  be  followed,  insofar  as  practicable. 

2,  Availability  of  Codes.  Codes  and  data  referred  to  in  this  Regula- 
tion  may  be  obtained,  generally  without  cost,  through  the  Office  of 
Plant  and  Operations  or  at  the  following  addresses*  ^ 
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(a)  Biireau  of  Standards,  Department  j^f  Commerce,  Washington  25,  D.  C. 
(overall  reconmendations  and  practices  on  building  construction,  building 
materials,  and  safety) | 

(b)  Federal  Specifications  Board,  Bureau  of  Federal  Supply,  Treasury  De- 
partment (Federal  Specifications,  relating  to  material  arxi  equipment). 
(Obtainable  from  Superintendent  of  Documents,  Utashington  25,  D.  C.j 

(c)  Federal  Fire  Council,  Federal  Works  Agency,  Washington  2’5,  D.  C. 
(fire  prevention  practices )| 

(d)  Public  Buildings  Administration,  Federal  Works  Agency,  Washington 
25,  D.  C.  (structural  and  mechanical  installations  generally); 

(e)  National  Board  of  Fire  Underwriters,  85  Johr  Street,  New  York, 

New  York  (recommendations  on  construction,  fire  prevention,  and  safety); 

(f)  ioaerican  Society  of  Mechanical  Engineers,  29  West  39th  Street,  New 
York,  New  York  (heating,  ventilation,  and  plumbing); 

(g)  IMderwriters^  Laboratories,  Inc.,  I6l  Sixth  Avenue,  New  York,  New 
York  (approved  materials  and  equipment); 

(h)  Asierican  Standards  Association,  21  West  39th  Street,  New  York,  New 
York  (reconmended  practices  on  operation  and  maintenance  of  buildings 
and  building  equipment,  including  elevators); 

(i)  American  Society  of  Refrigerating  Engineers,  37  West  39th  Street, 

New  York,  New  York  (refrigerating  and  air  conditioning);  and 

(J)  American  Society  of  Heating  and  Ventilating  Sigineers,  5l  Madison 
Avenue,  New  York,  Hew  York  (heating  and  ventilating), 

3,  Inspection. 

a.  Inspectors.  Inspection  of  buildings  or  facilities  shall  be  made  by 
qualified  ^etieral , State,  municipal,  or  private  inspectors.  Except  as 
authorisBed  by  law,  inspection  services  may  not  be  contracted  for.  In- 
spection services  may  be  arranged  for  through  the  Office  of  Plant  and 
(^rations.  Many  inspection  services  are  furnished  by  the  District  En- 
gineers of  the  Jhiblic  Buildings  Administration  on  the  basis  of  reimburse- 
ment of  travel  expenses* 

b.  ^ lie able  Codes.  Buildings  and  building  facilities  under  the  con- 
trol ofTKe’’Depaj?toent  shall  be  subject  to  local  codes  and  ordinances 
relating  to  inspection,  except  where  Federal  inspection  is  made,  (Sea 
paragraph  3c  below.)  In  the  absence  of  local  ordinances,  inspections 
shall  be  in  accordance  with  the  recommendations  of  authorities  shown 

in  paragrsgjh  2.  In  any  case,  however,  agencies  having  ccaitrol  of  any 
cf  the  following  facilities  shall  observe  the  minimum  inspection  re- 
quirement noted  opposite  each  item* 

Boilers  and  pressure  vessels 
Heating  facilities 
Air  conditioning  and  refrigera- 
tion facilities  using  toxic 
or  flammable  refrigerants 
Elevators 


Structural 


Oice  a year 
Once  a year 


Once  a year 

Twice  a year,  including 
a standardized  safety 
test  once  a year 
Once  a year  ♦ 
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1727  (cont.  2) 

3ft  Deficlences  found  on  inspection  shall  be  corrected  immediately, 

c.  Fire  Inspection. 

(1)  All  premises  occupied  by  the  Department  shall  be  inspected  for  fire 
hazards  at  least  once  a year.  Storage  areas  containing  flammable  ma- 
terials and  all  areas  containing  explosives  or  other  highly  flaaaable 
materials  shall  be  inspected  at  least  once  a month.  Action  to  correct 
hazardous  conditions  found  on  inspection  shall  be  taken  immediately. 

(2)  Where  local  fire  department  inspectors  are  available,  fire  in- 
spections should  be  made  by  such  personnel.  If  such  inspectors  are  not 
available,  arrangem^ts  for  inspection  may  be  made  throu^  the  Office 

of  Plant  and  Operations  or  the  Public  Buildings  Administration  as  stated 
in  Paragraph  3 ^ above. 

U.  Additio^l  Requir^ents.  In  addition  to  code  co3?5liance  as  outlined 
above,  the  following  shall  \>e  observed  in  connection  with  buildings  and 
building  facilities! 

a.  Elevators.  Capacity  limits  shall  be  clearly  posted  on  all  freight 
and  passenger  elevators  and  shall  be  strictly  observed.  Elevators  shall 
be  operated  only  by  qualified  persons  holding  permits  for  such  duty. 

b.  Electrical.  Precautions  shall  be  taken  to  determine  that  circuits 
are  not  overloaded;  that  overlength  extension  cords  are  not  used;  that 
buzzer,  telephone,  and  other  electrical  wiring  do  not  present  a hazard 
to  personnel  or  the  premises;  that  paper  shades  (other  than  parchment 
or  other  types  on  wire  frames)  are  not  placed  over  electric  lights;  aiKi 
that  any  inadequate  or  deficient  wiring,  connections,  or  appliances  are 
pron^tly  replaced.  Only  materials,  fittings,  and  devices  designed  in 
accordance  with  the  current  recoionendations  contained  in  codes  or  recom- 
mendations issued  by  authorities  listed  in  paragraph  2 shall  be  used. 

c.  Fire  Extinguishing  ^d  Protection  Equipment.  Adequate  fire  ex- 
tinguishing  and  protection  equipment  shall  be  provided. 

d.  Entrances  and  Exits.  All  premises  shall  be  provided  with  adequate 
entrances  and  exits  and,  idien  necessary,  normal  building  exits  shall 
be  supplemented  by  fire  escapes.  Stairways  and  landings  must  be  kept 

in  good  repair  and  adeqixately  lighted  and  shall  not  be  blocked  by  equip- 
ment or  other  material.  Corridors  and  exits  shall  not  be  blocked  at 
any  time. 

e.  ^oor  Loads.  Prior  to  the  installation  or  storage  of  equipment  or 
furniture,  all  floors  shall  be  inspected,  and,  where  necessary,  the  load 
capacities  determined  to  prevent  any  possible  overloading.  Where  neces- 
sary, floors  shall  be  clearly  placarded  with  the  allowable  safe  floor 
load  capacities. 

f.  Grounds.  The  grounds,  including  the  driveways  and  walks,  of  Depart- 
ment-controlled buildings  shall  be  kept  clean,  neat,  and  in  a safe  con- 
dition at  all  times.  ^ 

1728-  Display  of  Flag  on  Buildings.  (Canceled.  See  Regulation  1722.)  3ft 
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1731,  Furniture  and  Equipment*  Furniture  for  the  office  space  allotted 
to  bureaus  in  Federal  buildings  located  outside  the  Distrj.ct  of  Columbia, 
is  to  be  furnished  by  the  department  having  custody  of  such  building 
when  required  subsequent  to  the  occupancy  thereof,  but  special  equipment, 
such  as,  laboratory  furniture  or  equipment,  typewriters,  adding  machines, 
etc*,  must  be  furnished  by  the  bureau  concerned*  (18U6,  18U7) 

Hfhenever  a field  activity  of  a bureau  is  assigned  space  in  a Federal 
building,  all  furniture  being  used  by  such  activity  must  be  moved  into 
the  Federal  building  which  is  to  be  occupied.  An  inventory  of  the  furni- 
ture moved  into  the  Federal  building  shall  be  prepared  and  furnished  to 
the  custodian  of  such  building*  A receipted  copy  of  the  inventory  shall 
be  retained  by  the  particular  activity*  The  department  having  control 
of  the  particular  Federal  building  will  assume  custody  of  the  furniture 
and  will  be  responsible  for  its  maintenance  and  repair*  Actual  title 
to  -Wie  property  will  be  retained  in  the  Department  and  the  articles  in- 
cluded in  the  inventory  submitted  to  the  property  officers  of  the  bureau 
concerned  in  accordance  with  the  Reg\ilations  of  the  Department*  When 
the  occupancy  of  a Federal  building  is  to  be  terminated,  a list  of  the 
furniture  of  the  activity  concerned  should  be  submitted  to  the  real  es- 
tate officer  in  order  that  he  may  obtain  a release  of  such  furniture 
from  the  department  having  custody  of  the  particular  Federal  building* 

Any  furniture  which  may  become  surplus  to  an  activity  idiile  occupying 
a Federal  building  may  be  removed  if  the  removal  of  such  furniture  will 
not  require  the  department  having  custody  of  the  building  to  purchase 
furniture  to  replace  that  removed*  The  request  for  the  real  estate 
officer  to  obtain  the  release  of  the  furniture  should  show  whether  any 
portiOTi  of  the  furniture  to  be  removed  is  s urpl xis  and  whether  its  re- 
moval will  require  the  department  having  custody  of  the  Federal  building 
to  purchase  furniture  to  replace  it* 

Expenses  incident  to  moving  furniture  into  a Federal  building  will  be 
paid  by  the  department  having  custody  of  the  Federal  building  unless 
such  f\imiture  is  c(Hisidered  to  be  special  equipment  and  unless  the  build- 
ing is  operated  on  a reimbursable  basis.  Ex^nses  incident  to  moving 
furniture  from  a Federal  building  must  be  paid  by  the  bureau  concerned 
unless.it  is  to  be  moved  into  temporary  quarters  obtained  by  the  Procure- 
ment Division,  Treasury  Department,  for  iise  during  construction  of  a new 
building* 

1732-1737.  ^ (Canceled.  See  Regulations  1723,  172U,  and  1727.)  ♦ 
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DISPOSAL  OP  REAL  ESTATE 


17^1 . PisT)Ositioii  of  Real  Estate.-  When 
real  estate  is  controlled  hy  the  Department  hy 
permit  or  lease,  it  may  he  disposed  of  hy  the 
terms  of  such  permit  or  lease  or  hy  an  a^ee- 
ment  where  a consideration  moves  to  the  Govern- 
ment. 

Where  real  estate  occupied  hy  the  Depart- 
ment is  owned  hy  the  Government  and  is  no  long- 
er needed  hy  the  agency  occupying  same,  it  must 
he  reported  through  the  chief  of  the  division 
of  operation  to  the  Division  of  Procurement, 
Treasury  Department,  in  accordance  with  the  act 
of  August  27,  1935)  Public  No.  351)  7^‘th  Con- 
gress. Occupancy  of  real  estate  owned  hut  not 
occupied  hy  the  Government  may  he  hy  permit  or 
lease.  (IS50) 


milTED  STATES  DEPARTMEMT  CF  AGRICULTURE 
Office  of  the  Secretary- 
lias  hingt  on  25,  D,  C. 


October  21,  19U6 


AMENDMENT  NO,  230  TO  THE  REGULATIONS  OF  THE  DEPARTMENT 

Revision  of  Regulation  I6l2,  and  Cancellation  of 
Regulations  3ii^3  and  3Ull3 


The  attached  re-vised  Regulation  No,  1812,  Transportation  at  Official 
Station,  includes  a new  provision  based  upon  a recent  amendment  to 
the  Standardized  Government  Travel  Regulations,  whereby  mileage  may 
be  paid,  under  certain  conditions  when  so  authorized  by  the  bureau, 
for  the  use  of  a privately-o-wned  vehicle  at  an  official  station.  The 
revised  Regxxlation  also  restates  the  provisions  applying  to  trans- 
por-tation  at  official  s-bation  by  bus  and  streetcar  formerly  included 
in  Regulation  1612  and  Regulation  3U23,  "idiich  is  hereby  canceled. 

Regulation  No,  3UU3,  Mileage  Basis  for  Use  of  Own  Conveyance,  is  re- 
scinded because  the  provisions  therein  are  adequately  covered  ty  the 
Standardized  Government  Travel  Regula-tions  and  other  Depar-tment  Regu- 
lations, 
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Acting  Secretary 
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Page  1811 

Page  3U23  (rev,  5-1-U3) 

Page  3hh2  (2d  continuation) 
Page  3Ua3  (continuaticai) 
Page  3Ui;3  (continuation) 


Insert: 

Page  1811  (rev.  10-21-U6) 

Page  3U23  (rev.  10-21-U6) 

Page  3hh2  (cont,2)  (rev.  10-21-U6) 


1 


✓ 


i-'il 


( 


REGULATIONS  CF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 
' Transportation 


1811.  Authorization  To  Travel.  Paragraphs  3U21  and  3U22  describe  formal 
authorization  required  for  foreign  or  domestic  travel. 

Paragraphs  15H*  1512,  1522,  and  1523  define  more  specifically  the  con- 
ditions under  which  authorization  may  be  secured  to  attend  meetings, 
judicial  proceedings,  esqpositions,  or  fairs,  or  to  give  addresses  or 
make  speeches. 

1812.  Transportation  at  Official  Station 

1.  Tickets,  Tokens,  and  Passes.  Tickets,  tokens,  and  passes  furnished 
by  the  Department  to  its  employees  for  necessary  use  on  buses  and  street- 
cars within  an  official  station  in  the  transaction  of  official  business 
are  Government  property.  They  have  a cash  value,  which  does  not  pass 
from  the  Government  to  the  employee  to  whom  issued,  and  they  may  be  used 
only  on  necessary  official  business.  A record  must  be  kept  of  the  re- 
ceipt and  issue  of  such  tickets,  tokens,  and  passes,  in  such  manner  as 

to  show  complete  accountability  for  such  items.  Each  employee  to  -dhom 
tickets,  tokens,  or  passes  are  issued  will  be  charged  therewith  at  the 
time  of  issuance,  and  should  be  informed  they  are  to  be  used  only  for 
the  purpose  for  which  issued,  and  that  any  not  so  used  are  to  be  re- 
turned to  the  issuing  officer. 

2.  Fares  Paid  from  Personal  Funds.  Ihen  properly  authorized  or  ap- 
proved,  employees  may  be  reimbursed  for  actual  cost  of  streetcar  and 
bus  fares  paid  by  then  from  personal  fxinds  for  transaction  of  official 
business  within  an  official  station. 

3*  ^ Privately-Owned  Vehicles.  Generally,  employees  will  not  be  paid 
mileagFToFTccasionaI''oFTnrr^uent  use  of  privately-owned  automobiles 
wholly  within  their  official  stations.  The  application  of  paragraph 
12(a)  of  the  Standardized  Government  Travel  Regulations  to  payment  on  a 
mileage  basis  for  use  of  privately-owned  automobiles  within  official 
station  will  generally  be  confined  to  those  cases  where  employees  are 
reqiiired  to  use  their  automobiles  regularly  in  the  execution  of  their 
assigned  duties.  Each  agency  shall  provide  for  the  economic  and  ef- 
fective administration  of  such  use  of  privately-owned  automobiles. 

(a)  Authorization  or  approval  for  Washington,  D.  C.  Mileage 
payment  for  use  of  privately-owned  automobiles  wholly  within 
Ife'ashington,  D.  C.,  where  Washington  is  the  designated  official 
station  of  the  employee  concerned,  shall  be  specifically 
authorized  or  approved  by  the  head  of  the  agency. 

(b)  Authorization  or  approval  for  other  than  Washington,  D«  C. 
Mileage  payment  for  use  of  privately-owned  automobiles  wholly 
within  an  employee's  official  station  other  than  Washington, 

D.  C.,  shall  be  made  only  upon  (1)  specific  authorization  by  a 
responsible  administrative  official  who  has  been  designated  by 
the  head  of  the  agency  to  authorize  travel  in  accordance  with 
Regulation  3U21  or  (2)  approval  by  the  head  of  the  agency.  ^ 
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Domestic  Transportation 


I8I3.  Employees  VisitiniS:  Indian  Reservations 
on  Official  Business^"  Whenever  a representative 
of  the  Department  of  Agriculture,  in  carrying  out 
any  cooperative  agreement  with  the  Department  of 
Interior,  shall  find  it  necessary  to  visit  any 
Indian  reservation,  the  superintendent  of  such 
reservation  shall  he  promptly  notified  thereof, 
and  whenever  such  visitation  is  for  any  other  pur- 
pose the  consent  of  the  superintendent  shall  first 
he  obtained.  Representatives  of  this  Department 
about  to  visit  any  Indian  reservation  on  official 
business  should  provide  themselves  with  proper 
credentials,  preferably  Department  identification 
cards. 


EBGUIATIQNS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Foreign  Travel 


1821«  3^  Information  Regarding  Foreign  Travel  Requirements.  Informa- 

tion regarding  foreign  travel  requireiwnts  not  included  in  the  follow- 
ing regulations  can  be  obtained  frcaa  the  Office  of  Foreign  Agricultural 
Relations* 

1822.  Prior  Approval  for  Foreim  Travel*  Ihen  officials  of  the  De- 
partmeni  plan  to  travel  io  any  foreign  country  on  official  business, 
the  following  steps  are  to  be  taken s 

1*  A letter  of  authorization  for  the  travel  should  be  prepared  \>j  the 
bureau  concerned  for  clearance  with  the  Office  of  Foreign  Agricultural 
Relations  and  the  Office  of  Budget  and  Finance.  (See  Regulation  3ii21. ) 

2,  The  bureau  concerned  should  prepare  a letter  to  the  Secretary  of 
State  for  the  signature  of  the  Secretary  of  Agriculture  requesting  that 
a special  passport  be  issued  for  the  official  traveler.  This  letter  is 
to  be  cleared  with  the  Office  of  Foreign  Agricultural  Relations  and  the 
Office  of  Budget  and  Finance.  The  family  of  the  traveler  should  make 
separate  application. 

3.  The  bureau  concerned  should  prepare  a letter  to  the  Secretary  of 
State  for  the  signature  of  the  Secretary  of  Agriculture,  setting  forth 
the  information  listed  below*  This  letter  is  to  be  cleared  with  the 
Office  of  Foreign  Agricultural  Relations  and  the  Office  of  Budget  and 
Finance. 

a.  Name  of  project  and  country  or  countries  to  be  visited, 

b.  Name  and  title  of  the  traveler  with  a brief  biographical 
sketch,  and  a statement  as  to  his  loyalty  to  the  United  States. 

c.  Proposed  itinerary. 

d.  Description  of  work  and  objectives  of  travel  abroad, 

e.  Relation  of  the  project  to  activities  in  the  same  field 
carried  on  by  other  agencies  of  this  Government, 

f.  Expressions  of  interest,  if  any,  on  the  part  of  the 
government  of  the  country  to  be  visited, 

g.  Proposed  instructions  to  be  given  to  the  traveler* 

h.  The  arrangenents  by. which  it  is  proposed  that  salary, 
travel,  and  contingent  e^qpenses  of  such  representatives  are 
to  be  paid, 

(See  Standardized  Government  Travel  Regulations  for  requirement  that 
Amsrican  flag  ships  be  used,) 

1823.  Documents  Required  by  Countries  To  Be  Visited.  Officials 
traveling  abroad  must  also  comply  with  the  requirements,  including  visa 
requirements,  of  the  comtries  to  be  visited.  Foreign  consular  officers 
stationed  in  the  principal  cities  of  the  United  States  will  be  able  to 
furnish  detailed  information  concerning  the  reqiiirements  for  entry  into 
their  respective  countries,  sf: 
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Foreign  Travel 


182ii,  ♦ Diplomatic  Contacts  Abroad,  Officials  going  abroad  should  be 

instructed  to  contact  diplomatic  officers  of  the  Uriited  States  before 
transacting  business  Tdth  officials  of  foreign  governments®  The  De- 
partment of  State  is  desirous  that  its  Diplomatic  and  Consular  Officers 
be  of  maximum  helpfulness  to  representatives  of  this  Department  -while 
abroad,  and  that  agencies  of  this  Government  cooperate  to  the  fullest 
degree  -wi-th  our  diplomatic  representatives  in  order  to  achieve  majdLmum 
effectiveness  in  our  relations  -with  foreign  countries* 

1625*  Official  Letters  of  Introductitxi*  As  a general  rule,  official 
letters  in-troduction  -will  not  be  issued.  If,  because  of  unusual 
circumstances,  it  appears  that  the  issuance  of  such  a letter  ttLII  fur- 
ther the  interests  of  the  Department,  the  chief  of  the  bureau  concerned 
should  submit  a memorandum  to  the  Director  of  the  Office  of  Foreign 
Agricultural  Relations  explaining  why  the  letter  is  necessary  and  ask- 
ing that  it  be  prepared,  sft 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 


OFFICE  OF  THE  SECRETARY 

WASHINGTON  25.  D.  C. 


April  2,  19h7 


AMENDMENT  NO.  237  TO  THE  REGULATIONS  OF  THE  DEPARTMENT 

Revision  of  Regulation  1832,  Operation 
of  Motor  Vehicles 


In  view  of  the  great  need  for  reducing  traffic  accidents  and  in 
conformity  with  the  President* s request  in  Executive  Order  9775# 
Regulation  lti32,  relating  to  operation  of  motor  vehicles,  has 
been  revised  to  provide  stricter  requirements  in  connection  with 
the  operation  of  motor  vehicles  on  Department  business.  In 
general,  persons  who  are  not  properly  qualified  may  not  be  issued 
Department  motor  vehicle  operators*  licenses  nor  may  persons  who 
do  not  drive  safely  be  permitted  to  drive  Departmental  or  private 
motor  vehicles  on  official  business. 

In  addition  to  his  Department  operator *s  license,  each  person  who 
drives  a Department  motor  vehicle  must  have  a currently  valid 
motor  vehicle  operator* s license  issued  by  the  State  in  which  he 
resides  or  has  headquarters  unless  neither  State  issues  or  re- 
quires a license.  Drivers  must  observe  all  State  and  local  regu- 
lations, as  well  as  the  accepted  standards  of  safe  driving. 

All  Departmental  motor  vehicles  must  be  thoroughly  inspected  at 
least  arjiually  to  insure  that  they  are  in  safe  driving  con- 
dition. 

I should  like  to  take  this  occasion  to  urge  all  agencies  and  em- 
ployees of  the  Department  tc  make  every  possible  effort  to  re- 
duce traffic  accidents. 


Acting  Secretary 


Remove : 
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Page  1832  continuation 
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REGUIATIQNS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICUETURE 


MOTOR  VEHICIES 


1831,  Use  of  Motor  Vehicles 

1,  No  officer  or  employee  of  the  Department  shall  use  a Government- 
owned  motor  vehicle  in  the  District  of  Colmbia  unless  its  use  in  the 
District  of  Columbia  shall  have  been  * * * authorized  by  law. 

Officers  and  employees  shall  not  use  Government-owned  motor  vehicles 
outside  of  the  District  of  Columbia  except  those  vehicles  the  main- 
tenance of  which  has  been  authorized  by  law.  Such  vehicles  shall  be 
used  for  official  business  only.  * Any  officer  or  enqployee  of  the 
Government  who  willfully  uses  or  authorizes  the  use  of  any  Government- 
owned  motor-propelled  passenger-carrying  vehicle,  or  of  any  motor- 
propelled  passenger-carrying  vehicle  leased  by  the  Government,  for 
other  than  official  purposes  shall  be  suspended  from  duty  without  com- 
pensation, for  not  less  than  one  month,  and  shall  be  suspended  for  a 
longer  period  or  summarily  removed  from  office  if  circumstances 
warrant.  * Official  purTposes  include  use  in  emergencies  threatening 
loss  of  life  or  property  but  do  not  include  the  transportation  of 
officers  and  employees  between  their  domiciles  and  places  of  employ- 
ment, except  in  cases  of  officers  and  employees  engaged  in  field  work, 
the  character  of  whose  duties  makes  such  transportation  necessary  and 
then  only  irtien  the  same  is  approved  by  the  Secretary. 

2,  * All  officers  and  employees  should  be  constantly  aware  of  the 
fact  that  storage  of  a Government  vehicle  at  or  near  the  residence  of 
an  employee  on  either  a temporary  or  a semi -permanent  basis  tends  to 
cause  the  public  to  believe  that  the  vehicle  may  be  used  for  other 
than  official  purposes.  In  addition  to  maintaining  all  necessary 
records  to  prove  that  the  vehicle  is  used  only  for  official  purposes, 
every  en^jloyee  is  urged  to  exercise  the  greatest  discretion  at  all. 
times  in  the  ’ise  of  all  automotive  equipment  to  avoid  any  question  on 
the  part  of  the  public  that  there  may  be  abuses, 

3,  En5)loyees  shall  not  keep  Government -owned  vehicles  at  their  private 
residences  unless  such  storage  shall  have  been  specifically  approved 
by  the  Secretary,  Requests  for  authorization  to  store  such  vehicles 
shall  be  submitted  in  duplicate  to  the  Secretary  with  a full  explanation 
of  the  circumstances  isddch  justify  such  storage  and  a certification 

by  the  employee  that  he  is  fully  aware  of  the  penalties  provided  in 
the  event  such  vehicle  should  be  used  for  other  than  official  purposes. 
Administrative  officers  should  submit  for  approval  only  those  requests 
which  are  essential  for  the  efficient  conduct  of  public  business. 
Requests  can  only  be  approved  ^ere  it  is  clear  that  Government  or 
commercial  storage  is  not  available  within  reasonable  distances  con- 
sistent with  work  requirements  and  responsibilities  Involved,  or  is 
not  available  at  hours  when  service  is  required,  or  if  available,  that 
the  garage  cannot  provide  adequate  protection  to  Government  equipment 
or  property  which  must  be  left  in  or  near  the  vehicle,  ^en  the  above 
conditions  prevail,  requests  for  authorizations  to  store  at  private 
residences  will  be  generally  evaluated  in  terms  of  the  following: 

a.  Conditions  require  that  the  ^ployee  have  the  vehicle  stored  at  a 
convenient,  readily  accessible  location  which  may  be  at  or  near  his 
residence  in  order  that  the  employee  may  at  all  times  be  able  to 
respond  to  emergencies  with  a minimum  of  delay. 

b.  The  employee  is  stationed  at  a field  point  where  he  has  no  office 
and  he  proceeds  directly  from  his  residence  to  varying  points  for  duty. 
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1831  (cont»  1)  c«  The  employee  is  stationed  at  a field  point  where 
there  is  a local  office  but  normally  proceeds  directly  from  his  residence 
to  varying  points  for  duty* 

d*  The  employee  is  required  to  depart  and  return  from  field  trips  at 
unusually  early  and  late  hours  which  cannot  be  avoided  without  serious 
handicap  to  the  Government’s  work, 

e.  The  calls  for  service  are  made  at  unusual  hours  and,  even  though  pub- 
lic transportation  may  be  available,  the  need  for  pron5>t  attention  does 
not  permit  of  delay  incident  to  obtaining  such  transportation,  as,  for 
example,  where  shipments  require  Government  inspection  without  delay, 

U,  Requests  for  storage  authorization  for  reasons  other  than  those  speci- 
fied above  will  be  considered  on  their  individual  merits  as  long  as  there 
is  conclusive  Justification  that  such  storage  is  necessaiy  in.  the  public 
interest, 

5,  Authorizations  will  be  issued  in  the  name  of  the  individual  and  are 
not  transferable,  A new  application  must  be  submitted  idienever  circum- 
stances, as  reported  in  the  original  Justification,  change  to  such  an  ex- 
tent as  to  make  continued  authorization  questionable, 

6,  Each  bureau  is  responsible  for  maintaining  a record  of  all  authoriza- 
tions issued  to  its  employees  under  this  regulation  and  for  making  a 
review  at  least  once  a year  to  insure  that  all  authorizations  outstanding 
are  essential, 

?•  The  authorization  referred  to  In  paragraph  3 is  not  required  in  un- 
usual instances  in  connection  with  field  work  whei  comercial  or  Govern- 
ment storage  is  not  reasonably  available,  when  brief  storage  at  the 
en5>loyee*s  residence  will  promote  the  efficient  performance  of  the  Depart- 
ment* s work,  and  when  specifically  approved  by  a responsible  field 
official.  A record  of  the  trip  must  be  maintained  indicating  the  circum- 
stances which  made  sudi  storage  necessary  in  the  public  interest,  in- 
cluding the  dates,  itinerary,  hours  of  use,  departure,  etc.  This  pro- 
vision is  intended  to  apply  only  when  the  need  for  storage  at  an  employee's 
residence  is  very  infrequent  or  cannot  be  foreseen, 

1832,  Operation  of  Motor  Vehicles 

1,  3k  Depar'fanent  Motor  Vehicle  Operator's  License,  No  person  may  operate 
a Department  motor  vehicle  unless  he  possesses  a currently  valid  Depart- 
ment motor  vehicle  operator's  license  (Form  AD-'103)*  Such  licenses  may 
be  issued  only  to  persons  idio  are  18  years  of  age  or  over  and  who  either 
possess  a State  motor  vehicle  operator's  license  granted  after  an  examina- 
tion, including  a driving  test,  or  ha\e  qualified  by  an  examination,  in- 
cluding a driving  test,  given  by  a responsible  bureau  official,  A Depart- 
ment license  shall  not  be  issued  to  any  person  who,  so  far  as  is  known, 
does  not  regularly  drive  safely.  Such  licenses  are  not  transferable  and 
must  be  surrendered  on  separation  from  the  Department, 

2,  State  Motor  Vehicle  Operator's  License,  In  addition  to  his  Depart- 
ment  operator's  license,  each  person  operating  a Department  motor  ve- 
hicle shall  have  a State  motor  vehicle  operator's  license  currently  valid 
in  the  State  in  irtiich  he  resides  or  has  headquarters,  unless  neither 
State  issues  or  requires  such  a license.  Any  person  who  operates  a De- 
p2Lrtment  motor  vehicle  registered  in  the  District  of  Columbia  shall 
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1832,  (cont.  1)  have  a currently  valid  District  of  Columbia  motor 
vehicle  operator’s  permit,  (D.  C.  Code  UO:301-3«)  The  suspension  or 
revocation  of  his  State  or  District  of  Coliimbia  license  to  operate  a 
motor  vehicle  shall  serve  automatically  as  a suspension  of  the  holder’s 
Department  motor  vehicle  operator’s  license.  Thereafter  he  may  not 
operate  a Department  motor  vehicle  until  such  tiiue  as  his  State  or  Dis- 
trict of  Columbia  license  has  been  revalidated, 

3,  Observance  of  State  and  Local  Laws  and  Regulations,  lihen  operat- 
ing any  Government  or  private  motor  vehicle  on  officiail  business, 
drivers  shall  strictly  observe  all  State  and  local  laws  and  regulations, 
both  in  letter  and  spirit,  shall  observe  the  accepted  standards  of  safe 
driving,  and  shall  exercise  all  possible  care  to  avoid  accidents. 

Drivers  must  not  exceed  speeds  safe  for  prevailing  conditions. 

ii.  Persons  Who  Do  Not  Drive  Safely  Prohibited  From  Driving  On  Official 
Business,  If  any  person  is  foxuid  to  have  been  under  the  influence  of 
intoxicants  wiiile  operating  a motor  vehicle,  to  have  ccmimitted  a seri- 
ous violation  of  traffic  laws  endangering  public  safety,  to  have  en- 
gaged frequently  in  unsafe  driving  practices,  or,  for  any  reason,  to  be 
no  longer  competent  to  drive  safely,  even  though  his  State  license  is 
not  suspended  or  revoked,  his  Department  motor  vehicle  operator’s 
license,  if  ary,  shall  immediately  be  suspended  and  he  shall  be  pro- 
hibited from  driving  a Departmental  or  private  motor  vehicle  on  of- 
ficial business  until  a responsible  bureau  official  determines  that 
there  is  good  reason  to  believe  that  he  will  drive  safely.  (See  also 
Regulations  2912  and  2913  relating  to  investigati >n  and  reporting  of 
misconduct,  etc. ) 

5.  Inspection  of  Motor  Vehicles.  All  Department  motor  vehicles  must 
be  thoroughly  inspected  at  least  once  a year  ly  a person  qualified  to 
make  such  an  inspection  to  deteraiine  that  they  are  in  safe  driving 
condition.  A vehicle  shall  not  be  operated  when  it  has  a defect,  such 
as  faiilty  brakes,  lights,  or  steering  gear,  which  might  lead  to  an 
accident. 

6,  Care  in  Handling  Department  Motor  Vehicles,  En5)loyees  operating 
Department  motor-  vehicles  sLall  exercise  the  same  care  in  handling  and 
economy  in  operation  which  they  would  exercise  were  the  vehicles  their 
personal  property,  Eroper  storage  must  be  provided, 

1833*  ^ Motor  Vehicle  Accidents. 

1.  In  case  of  accident,  an  employee  driving  a Government  motor  vehicle 
or  a privately-owned  motor  vehicle  while  on  official  business  shall, 
insofar  as  possible,  observe  the  following  regulations: 

a.  Fill  in  Report  Form  AD  2^0  "on  the  spot"  so  far  as 
possible;  make  note  of  all  the  evidence  relating  to  the 
accident,  such  as  measurements  as  to  the  position  of 

the  cars  on  the  highway,  skid  marks,  wheel  tracks,  etc.; 
and  obtain  the  names  and  addresses  of  all  witnesses. 

Copies  of  Form  AD  250  shall  be  carried  by  all  Department 
drivers, 

b.  Report  the  accident  and  deliver  Form  AD  250  proiqjtly 
to  his  immediate  superior, 

c.  Report  the  accident  to  local  or  State  officials  if 
required  hy  State  law. 
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1833.  (cont.  1) 

2*  A complete  investigation  of  the  accident  shall  be  made  as  soon 
thereafter  as  is  practicable  by  an  investigating  officer,  who  shall  be 
appointed  for  the  pvirpose  by  the  highest  ranking  administrative  officer 
of  the  bureau  in  the  vicinity  of  the  accident.  The  investigating  officer 
shall,  where  possible,  obtain  statements  of  witnesses,  fill  in  the  space 
provided  for  his  report  on  Fom  AD  250,  and  prepare  a detailed  and  un- 
biased written  report  of  all  facts  and  circ instances  in  connection  with 
the  accid^t.  Employees  shall  cooperate  in  investigations  of  the  acci- 
dent. 

(See  Regulation  1579,  paragraph  2,  for  statutory  prohibition  against 
assisting  in  prosecution  of  claims  against  the  Government.  See  also  Regu- 
lation 3162,  Claims  Against  the  Government  Arising  from  Negligence  of 
B^loyees.)  ^ 
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1834-,  Marking  of  Vehicles 

1«  ■*A11  motor  vehicles  and  trailers  owned  by  the  Department,  or 
leased  by  it  for  a period  exceeding  six  months,  and  operated  on 
the  public  highways  in  the  United  States  by  the  Department,  ex- 
cept as  hereinafter  provided,  shall  bear  at  all  times  the  offi- 
cial United  States  Government  identification  shield  and  immediately 
thereunder  a Department  and  bureau  identification  in  white  letters 
as  follows  I 

DEPARTMENT  OF  AGRICULTURE  I**  letters 

BUREAU  OF  (if  required)  letters 

(Name,  or  rest  of  name,  of 

bureau  or  office)  3/4**  letters 

The  shield  and  Department  and  bureau  identification  shall  be  dis- 
played as  follows* 

Passenger  Cars.  Trucks«  Busses,  and  Ambuleinces*  Centered 
on  both  front  door  panels,  or  in  as  nearly  equivalent 
position  as  is  possible  where  there  is  no  door* 

Trailers*  Centered  on  both  sides. 

Motorcycles*  To  be  used  only  on  those  having  sidecars* 

On  these,  the  shield  shall  be  centered  on  the  outside 
panel  of  the  sidecar** 

2.  *If  the  use  of  the  Department  and  bureau  identification  pre-^ 
scribed  above  is  impracticable  in  particular  cases,  official 
agency  name  plates  bearing  the  words  ’’Department  of  Agriculture" 
followed  by  the  name  of  the  bureau  or  office,  and  designed  as 
prescribed  by  the  Bureau  of  the  Budget,  may  be  attached  to  the 
official  Government  tags  in  lieu  of  the  use  of  the  above-prescribed 
Department  and  bureau  identification;  provided,  that  such  agency 
name  plates  may  not  be  used  on  passenger- carrying  vehicles  in  lieu 
of  the  above-prescribed  Department  and  bureau  identification* 
Details  of  the  prescribed  design  for  agency  name  plates  should  be 
obtained  from  the  Office  of  Plant  and  Operations** 

3*  *The  shields  and  Department  and  bureau  identification  shall  bo 
removed  when  a vehicle  is  sold  or  otherwise  retired  from  service 
in  the  Department,  except  that  the  shields  shall  not  bo  removed 
when  a vehicle  is  transferred  to  another  Government  agency** 

4*  *The  shields  emd  Department  and  bureau  identification  shall  not 
be  used  on  a privately  owned  vehicle  unless  it  is  leased  by  the 
Department  for  a period  exceeding  six  months** 

5.  *Sx emotion 8*  Vehicles  assigned  for  the  use  of  the  Secretary 
are  exempted  from  bearing  the  markings  prescribed  by  this  Regula- 
tion* Vehicles  already  bearing  shields  larger  than  the  official 
Government  shield  need  not  be  re-marked  with  the  markings  pre- 
scribed by  this  Regulation  unless  such  action  becomes  necessary 
because  of  illegibility  or  defacement  of  the  shields  already  in 
use*  Other  exemptions  will  be  made  only  upon  the  authorization 
of  the  Secretary  and,  where  required,  the  approval  of  the  Director 
of  the  Bureau  of  the  Budget,  (75)* 
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1835*  *Certlflcates  of  Title  to  Motor  Vehicles 

1#  When  a Department  motor  vehicle  for  which  a certificate  of  title 
has  not  been  obtained  is  sold  or  exchanged,  and  the  purchaser  re- 
quests a certificate  of  citle  or  other  evidence  for  use  by  him  in 
obtaining  a certificate  of  title,  the  appropriate  official  of  the 
bureau  concerned  shall  furnish  the  purchaser  a certificate  addressed 
"To  whom  it  may  concern"  stating  that  the  vehicle  (showing  make, 
model,  and  engine  number)  was  purchased  on  a certain  date  from  a 
specific  manufacturer  or  dealer,  that  no  certificate  of  title  was 
ever  obtained  for  it  as  it  was  the  property  of  the  Federal  Govern- 
ment, that  tnere  are  no  liens  outstanding  against  it,  and  that  it 
has  been  sold  or  transferred  to  the  purchaser  (showing  his  name)  for 
valuable  consideration.'*^ 

2.  ^'When  a bureau  desires  a certificate  of  title  for  a Department 
motor  vehicle,  wherever  located,  such  certificate  shall  be  obtained 
through  the  Office  of  Plant  and  Operations  from  the  District  of 
Columbia  Government,  8ind  shall  be  executed  in  the  name  of  the  Iftaited 
States  Government,  Department  of  Agriculture.  (ll5)* 

3.  ■“When  a Department  motor  vehicle  for  which  a certificate  of  title 
has  been  obtained  is  sold,  exchanged,  or  transferred  out  of  the 
Department,  the  certificate  shall  be  assigned  to  the  purchaser  or 
transferee  by  the  Chief  of  the  Office  of  Plant  and  Operations,  or  by 
someone  designated  for  the  purpose  by  the  Chief  of  that  Office,  or 
by  an  appropriate  official  of  the  bureau  concerned. ■’^ 

1836.  ♦Identification  Tags  for  Department  Vehicles 

1.  Display 

a.  All  motor  vehicles  and  trailers  owned,  or  leased  for  a period 
exceeding  six  months,  and  opei*ated  on  public  highways  in  the  Iftiited 
States  by  the  Department,  except  as  provided  in  paragraph  "d"  below, 
shall  bear  at  all  times  the  official  United  States  Government  identi- 
fication tag.  The  tags  for  vehicles  other  than  trailers  and  motor- 
cycles shall  be  attached  to  the  front  and  rear  of  the  vehicles,  except 
that  if  only  a single  tag  is  available,  it  shall  be  attached  to  the 
rear.  The  tags  for  trailers  and  motorcycles  shall  be  attached  to  the 
rear  only."**^ 

b.  *The  official  tags  shall  not  be  used  on  a privately  owned  vehicle 
unless  it  is  leased  by  the  Department  for  a period  exceeding  six 
months.'**^ 

c.  ■’'Other  identification  tags  or  plates  in  addition  to  those  pre- 
scribed herein  shall  not  be  used,  except  as  provided  in  Regulation 

1834.* 

d.  ■*^e  use  of  state  tags  instead  of  the  official  Government  tags* 
may,  when  required  by  the  public  interest,  be  authorized  by  the 
Secretary  with  the  approval  of  the  Director  of  the  Bureau  of  the 
Budget. ■“^ 

2.  Procurement 

a.  ■*^For  Vehicles  Outside  District  of  Columbia.  Tags  for  vehicles 
located  and  operated  outside  the  District  of  Coliimbia  shall  be 
requisitioned  through  bureau  channels  from  the  Central  Supply 
Division. ■“^ 
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AMENDMENT  NO.  148  TO  THE  REGUIATIONS  OF  THE  DEPARTMENT 


The  attached  revieions  of  Regulations  1337  and  1858  are  effeetiTe  im- 
mediately* 

Heretofore  expenditures  annually  for  maintenance,  upteep,  and  repair 
of  moto]>propelled  passenger-caz*r7ing  ▼ehicles  omned  and  operated  by 
the  Department  have  been  limited  to  one-third  of  the  market  price  of 
a new  vehicle  of  the  aasae  make  and  class  and  in  no  case  in  excess  of 
$400*  This  limitation  was  deleted  by  Section  405  of  the  Sixth  Siqpple- 
mental  National.  Defense  Appropriation  Act,  1942*  The  requirement  for 
keeping  cost  records  has  b^n  esqpanded  to  include  all  autmotive 
equipment,  operation  costs,  and  central  office  reporting  in  order 
that  there  may  be  a consolidated  record  of  all  motor-propeUed  vehicles 
omed  and  operated  by  the  Department* 


Acting  Secretary 
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1836  (cont.) 

b.  *For  Vehicles  in  District  of  Columbia.  Tags  for  rohieles  located  > 
and  operated  in  the  District  of  Columbia  shall  be  procured  through 
the  Office  of  Plant  and  Operations  from  the  District  of  Columbia 
Goremment** 

3*  Records 

a*  *Tags  for  Vehicles  Outside  District  of  Columbia.  The  Office  of 
Plant  and  Operations  shall  maintain  a record  of  the  serial  numbers 
of  a^  tags  issued  to  eaoh  bureau  for  T»hlclee  located  and  operated 
outside  the  District  of  Columbia*  A record  shall  be  maintained 
currently  by  each  bureau  of  the  use  and  disposition  of  6l11  such 
tags  issued  to  it,  including  a record  of  the  rehlcle  to  which  each 
tag  is  attached*  Responsibility  for  keeping  this  record  may  be 
delegated  or  redelegated  to  responsible  field  officials,  in  accord* 
ance  with  the  policy  of  the  bureau,  prorided  the  official  making 
such  delegation  or  redelegation  keepe  a record  of  the  blocks  of 
tags  involved*  It  must  be  possible  at  all  times,  in  the  event  of 
accident,  theft,  etc*,  to  identify  promptly  from  the  records  kept 
at  the  Department,  bureau,  emd  field  levels  the  vehicle  to  which  a 
given  tag  is  attached  at  any  given  time** 

b*  *Tags.  for  Vehicles  in  District  of  Columbia*  The  Office  of  Plant 
and  Operations  shall  maintain  currently  a record  of  the  use  and 
disposition  of  all  tags  obtained  for  vehicles  located  and  operated 
in  the  District  of  Columbia,  including  a record  of  the  vehicle  to 
which  each  tag  is  assigned** 

4*  Removal  and  Transfer 

*When  a vehicle  is  sold,  transferred  to  emother  bureau  or  depart- 
ment, or  otherwise  removed  from  service,  the  tags  shall  be  removed* 
When  a vehicle  is  transferred  from  one  organizational  or  administra- 
tive unit  to  another  within  a bureau,  the  tags  may  be  either  trans- 
ferred with  the  vehicle  or  removed  therefrom,  in  accordance  with  the 
policy  of  the  bureau | when  tags  are  so  transferred,  a report  thereof 
shall  be  made  promptly  through  bureau  channels  to  each  official  whose 
record  of  tags  is  made  incorrect  or  incomplete  by  the  transfer  (see 
paragraph  3)*  Except  as  provided  above,  the  tags  shall  be  used  on 
the  vehicle  to  which  they  are  originally  attached  until  their  re- 
placement becomes  necessary  because  of  mutilation  or  defacement** 

5«  Disposition  of  Tags  Removed 

a*  *From  Vehicles  Outside  District  of  Columbia*  Tags  removed  from 
vehicles  located  and  operated  outside  the  District  of  Columbia  shall, 
if  still  serviceable,  be  transfez*red  to  other  vehicles  or  returned 
to  the  official  maintaining  the  record  of  the  specific  aseignmeirt 
of  the  tags*  If  the  tags  are  unserviceable,  they  shall  be  thoroughly 
defaced  to  prevent  their  being  re-used  for  unauthorized  purposes* 

Such  transfers  or  defacement  shall  be  reported  by  tag  numbers  to  tho 
officiad  maintaining  the  record  of  specific  assigruaeat  of  the  tags** 

b*  *frtMB  Vehicles  in  District  of  Columbia*  Tags  reSMved  from  vshieles 
located  and  operated  in  the  District  of  Coluaibia  shall  be  reiumed 
promptly  to  the  Office  of  Plant  and  Operations,  eoceept  that  such 
tags  may  be  tz^sf erred  to  other  vehicles  operating  in  the  District 
when  authority  for  such  transfers  is  obtained  from  the  District 
Government  through  the  Office  of  Plant  and<^  Operations** 
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1836  (cost.  2) 

6.  Reports  of  Lose  or  Theft  of  Tags 

*Any  loss  or  theft  of  tags  or  subsequent  recovery  thereof  shall  be 
reported  immediately  to  the  local  or  state  police  and  to  the  offi- 
cial maintaining  the  record  of  specific  assigrment  of  the  teigs«* 

1837*  Malntenemce  and  Operation  Cost  Records  for  Ifotor-Propelled 
Vehicles*  Each  bureau  shall  maintain  an  Individual  record  of  the 
cost  of  operations,  n»intenance,  upkeep,  and  repair  of  every 
motor-pro]pslled  vehicle  owned  and  operated  by  it*  It  shall  be 
the  responsibility  of  the  Director  of  Finance  to  prescribe  methods 
of  recording  and  reporting  these  costs  so  that  data  will  be  avail- 
able for  budgetary  purposes  and  for  efficient  management  of  the 
equipment.  (76,  77)  (56  Stat.  226) 

1838*  Operation  and  Servicing  of  Motor  Vehicles  in  the  District 
of  Columbia.  The  Office  of  Plant  8uid  Operations  will  furnish  all 
motor  truck  transportation  services  required  by  the  bureaus  in 
the  District  of  Columbia,  unless  the  Chief,  Office  of  Plant  and 
Operations,  ir  consideration  of  certain  facts  and  circumstances, 
has  specifically  authorized  or  approved  some  other  arrangement* 
Motor  trucks  owned  or  controlled  by  the  several  bureaus  shall  not 
be  headquartered  in  the  District  of  Columbia  without  such  authori- 
zation* 

Repairs  to  and  servicing  (including  washing  and  greasing)  of 
motor  vehicles  owned  by  the  Department  and  operated  by  the  bureaus 
in  the  District  of  Columbia  shall  be  obtained  through  the  Office 
of  Plant  and  Operations*  This  service  is  also  available  and  must 
be  utilized  whenever  motor  vehicles  not  coming  within  the  above 
classification  are  in  the  District  of  Columbia  and  in  need  of 
such  services.  Requisitions  for  repairing  and  servicing  of  motor 
vehicles  shall  be  made  on  the  forms  presoribed  for  that  purpose 
and  reimbursement  for  work  performed  by  the  Office,  of  Plant  and 
Operations  will  be  made  by  the  bureaus  in  the  usuaJL  manner* 
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1^U«  Definitions.  As  used  under  this  heading, 

1.  Expendable  Published  Materials  are  published  materials  which  are 
purchased  or  otherwise  acquired  for  clipping,  distribution,  or  othor 
similar  use,  and  the  possible  usefulness  of  which  is  exhausted  in  a 
relatively  brief  period. 

2.  Non»e:g)eDdable  Published  Materials  are  all  others  which  do  not  come 
under  1 above. 

3.  Morklng  Tools  are  non-e3q)endable  published  materials  which  the  De- 
pai*tment\  Librarian  designates  as  needed  so  constantly  for.  the  use  of 
one  or  more  employees  in  a single  office  that  they  must  be  kept  availa- 
ble in  the  office  in  which  they  are  used.  Only  published  materials 
which  are  used  at  least  once  a month  by  those  to  vhom  the  materials  are 
assigned  may  be  classified  as  working  tools. 

U.  Newspapers  are  publications,  usually  recognizable  by  their  charac- 
teristic form  and  style,  containing  general  and  current  news,  designed 
to  be  read  by  the  public  generally,  although  the  type  of  news  may  be  of 
interest  only  to  a particular  and  more  or  less  limited  class  or  group 
of  people.  The  term  as  used  in  appropriation  acts  and  public  laws 
dealing  with  authorities  to  purchase  newspapers  also  includes  services 
such  as  commercial  press  clipping  services,  which  perform  the  same  func- 
tion as  newspapers.  Newspapers,  except  those  purchased  for  permanent 
filing  in  the  Department  Library,  are  expendable. 

1912.  Responsibilities  for  Acquisition  and  Use  of  Published  Materials. 

1.  The  Department  Librarian  (a)  shall  determine  the  policies  governing 
the  purchase  from  public  funds  of  all  published  materials  except  news- 
papers; (b)  shall  purchase  or  otherwise  acquire  all  published  materials 
for  use  in  lashingt<xi  or  the  field,  except  expendable  published  materials 
costing  not  more  than  $1  each;  and  (c)  shall  supervise  the  use  of  pub- 
lished materials  which  may  be  acquired  by  or  are  now  in  any  bureau. 

2.  Purchases  of  newspapers  from  public  funds  shall  be  made  only  after 
approval  by  the  Injector  of  Information.  The  Director  of  Information 
shkll  consider  the  relative  needs  of  the  varioiis  bureaus  and  shall  ap- 
prove purchases  of  newspapers  only  when,  in  his  opinion,  their  use  is 
necessary  to  formulate  and  execute  programs  and  policies  of  the  Depart- 
ment. No  newspaper  shall  be  purchased  for  the  personal  use  of  an  em- 
ployee. 

1913.  Ownership  of  Published  Materials.  All  non-expendable  published 
materials,  regardless  of  the  fxinds  from  idiich  purchased  or  the  method 
of  acquisition,  shall  be  the  property  of  the  Department  Library. 

1911i*  ♦ Payment  for  Published  Material# 

1.  Appropriated  funds  of  the  Department  are  available  for  the  purchase 
of  books,  periodicals,  newspapers,  and  other  published  materials,  sub- 
ject to  any  limitations  in  the  appropriation  acts  or  administrative 
restrictions.  (Sec.  17(a),  Public  Law  600,  79th  Congress).  (See  also 
Regulation  13U6,  Purchatse  of  Reprints  frcra  Outside  Publications.) 

r — 

2.  Working  tools  and  expendable  piislished  materials,'  exc^t  newspapers, 
shall  be  charged  to  the  appropriate  funds  of  the  agen^  requesting  the 
purchase.  ♦ 
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19U  (cont.  1) 

>♦»  3*  Purchases  of  newspapers  for  agencies  having  specific  authority 
for  such  purchases  either  in  appropriation  language  or  in  their  or- 
ganic legislation  shall  be  charged  to  the  funds  of  such  agencies.  Pur- 
chases of  newspapers  for  agencies  having  no  such  specific  authority 
shall  be  paid  from  Library  funds,  ^ 

1915*  Loan  of  Working  Tools, 

1,  Published  materials  m^  be  borrowed  from  the  Department  Library 
either  as  working  tools  6r  as  other  library  materials.  Published  ma- 
terials loaned  as  working  tools  shall  be  loaned  only  to  bureaus,  rather 
than  to  individuals,  TShen  the  Department  Library  has  only  one  copy  of 
a publication,  it  may  be  assigned  as  a working  tool  only  in  exceptional 
cases.  Published  materials  borrowed  as  working  tools  and  no  longer  re- 
quired by  a bureau  for  such  use  shall  be  returned  prcanptly  to  the  De- 
partment Library.  Published  materials  assigned  as  working  tools  shall 
be  recalled  by  the  Department  Library  only  in  emergencies.  The  chief  of 
of  each  bureau  shall  hold  any  indj.vidual  in  his  bureau  to  whom  a working 
tool  is  assigned  strictly  accountable  for  its  preservation, 

2.  An  annual  inventory  of  working  tools  in  each  bureau  shall  be  made 

by  the  bureau  at  such  time  as  may  be  agreed  upon  by  the  Department  Librari- 
an and  the  bureau  chief,  and  a copy  of  the  inventory  record  shall  be  sent 
to  the  Department  Library.  The  Departn»nt  Librarian  shall  review  such 
inventory,  and  shall,  in  consultation  with  the  chief  of  the  bureau,  de- 
termine the  working  tools  to  be  retained  by  the  bureau  and  those  to  be 
returned  to  the  Department  Library, 

1916,  Loan  of  Other  Library  Materials, 

1.  Library  materials  may  be  borrowed  by  employees  from  the  Department 
Library  or  from  any  of  its  branches  or  other  facilities  for  periods  not 
longer  than  one  month,  and  briefer  periods  of  loan  shall  be  set  by  the 
Department  Librarian  for  those  materials  irtiich  are  needed  by  others. 
Materials  borrowed  for  a month  may  be  renewed  for  an  additional  month  , 
upon  the  borrower's  request  if  they  are  not  needed  by  others.  Any 
library  material,  regardless  of  the  period  for  which  loaned,  is  subgect 
to  recall  by  the  Department  Library  for  the  use  of  others  when  the  need 
for  the  material  is  urgent, 

2,  Bnployees  borrowing  library  materials  shall  be  held  strictly  ac- 
countable for  their  use,  preservation,  and  safe  return  within  the  loan 
period.  Failure  to  return  library  materials  when  due  may  result  in'  the 
withdrawal  of  loan  privileges.  Failure  to  replace  library  materials  ' 
lost  or  damaged  or  to  make  reimbursement  therefor  shall  be  reported  by 
the  Department  Library  to  the  chief  of  bureau  concerned,  who  shall  see 
that  the  record  is  cleared, 

3*  Ar^  employee  leaving  his  official  station  for  more  .than  one  week 
shall  immediately  return  any  library  material  charged  to  him.  No  em- 
ployee shall  take  library  material  from  the  station  at  which  it  was 
charged  to  him  without  first  obtaining  the  permission  of  the  Department 
Library  or  the  branch  from  which  it  was  borrowed, 

1917,  Disposition  of  Polished  Materials.  Books,  periodicfeO^,  and 
other  non-4xpendable  published  materials  no  longer  required  in  any  bur- 
eau shall  be  sent  to  the  Department  Library,  whi^i  ms^  retain  than,  ex- 
change them  for  other  ptablished  materials,  or  dispose  of  them  otherwise, 
as  authorized  by  law,  (I66,  1975)  (See  also  Regulations  13U6,  1371, 

1372,  1373,  1375,  and  3182.) 
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1918*  Published  Materials  Procured  from  Superintendent  of  PocTjments, 
Any  publications  procured  from  the  Superintendent  of  Documents  are 
classified  as  Published  Materials.  A charge  is  included  in  the  price 
for  costs  of  handling,  stocking,  etc.  flhexi  purchased  in  this  way, 
these  publications  are  in  the  same  category  as  books  purchased  from 
a commercial  bookstore.  They  may  not  be  charged  against  the  Print- 
ing and  Binding  Appropriation  but  must  be  charged  against  ^ other 
appropriations  available  for  administrative  expense  purposes.  Jfi 
Such  publications  should  be  procured  whenever  possible  through  the 
Office  of ‘information  on  the  Department's  "periodic  requisition"  on 
the  Public  Printer,  as  provided  in  Reg\ilation  1358,  thus  saving  the 
charges  for  handling,  stocking,  etc.,  referred  to  above. 
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GENERAL  PROVISIONS 


2111,  Contacts  wi th  the  Civil  Service  Com- 
mission,- All  requests  on  the  Civil  Service  Com- 
mission affecting  any  changes  in  personnel  and  all 
correspondence  relating  thereto  shall  he  prepared 
in  the  office  of  personnel  upon  recommendations 
submitted  through  the  director  of  personnel  hy  the 
chiefs  of  bureaus.  Qp.estions  involving  interpre- 
tation of  and  changes  in  the  Civil  Service  rules 
and  regulations  shall  be  referred  through  the 
chief  of  bureau  to  the  director  of  personnel  for 
attention.  (All  contacts  with  the  Civil  Service 
Commission  shall  be  made  through  the  director  of 
personnel  and  the  divisions  operating  under  his 
supervision. ) 


2112,  Appointment  of  Employees  Paid  from 

Emergency  Funds.-  All  appointments  and  reappoint- 
ments ma^e  by  the  several  executive  departmen s , 
independent  establishments,  and  emergency  agencies, 
the  salaries  in  connection  with  which  are  paid 
from  emergency  funds  as  distinguished  from  the 
appropriations  for  the  regular  activities  of  the 
Government,  shall  be  made  and  specifically  desig- 
nated as  either  temporary  or  emergency  appointments 
and  in  the  case  of  emergency  appointments  shall  be 
expressly  limited  as  to  the  duration  thereof  to  a 
period  not  extending  beyond  the  expiration  of  the 
emergency  appropriation  from  which  such  salaries 
are  paid.  yb^  L*cf< 

2113,  State  and  Territorial  Positions.-  With 
the  approval  of  the  Secretary,  employees  of  the 
Department  may  hold  state  and  territorial  positions 
and  state  and  territorial  employees,  unless  prohib- 
ited by  law,  may  receive  appointments  under  the  De- 
partment, when  in  either  case  the  Secretaj:*y  deems 
such  employment  necessary  to  secure  a more  efficien 
administration  of  the  duties  of  the  Department. 
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General  Provisions 


2114.  Acceptance  of  Voluntary  Service  Prohibited.-  The 
acceptance  of  voluntary  service  for  the  Government  or  the  em- 
ployment of  personal  service  in  excess  of  that  authorized  by 
law,  except  in  cases  of  sudden  emergency,  involving  the  loss 
of  human  life  or  the  destruction  of  property,  is  prohibited. 

The  words  "voluntary  service,"  as  employed  in  this  con- 
nection, are  not  intended  to  cover  services  rendered  in  an 
official  capacity  under  regular  appointment  to  an  office  other- 
wise permitted  by  law  to  be  nonsalaried. 

Appointments  of  collaborators  for  services  recognized  and 
agreed  to  as  gratuitous  will  be  without  compensation.  7!here  an 
appointee  is  to  perform  a specific  service,  a definite  remunera- 
tion will  be  indicated  in  the  appointment  paper  and  a title  em- 
ployed which  shall  properly  describe  the  character  of  the  con- 
templated service. 

No  person  will  be  appointed  a collaborator  without  compen- 
sation in  the  Department  of  Agriculture  if  that  person  is  al- 
ready under  appointment  in  this  Department,  either  as  a collab- 
orator or  in  some  other  capacity,  since  one  appointment  in  a 
bureau  or  office  of  this  Department  is  sufficient  for  the  per- 
son to  operate  or  function  as  a collaborator  for  any  other 
biireau  or  office  of  the  Department. 

In  general,  individuals  engaged  in  commercial  enterprises 
will  not  be  considered  for  appointment  as  collaborators.  (1732) 

2115.  Employment  of  Publicity  Experts  Prohibited.-  The 
Department  is  prohibited  by  law  from  paying  the  compensation  of 
publicity  experts  from  any  of  its  appropriations,  and  chiefs 

of  bureaus  will  see  that  no  j)ublicity  expert  is  employed.  (57) 

f . 

2116.  Aiding  Others  to  Pass  Civil  Service  Examinations 
Prohibited.-  Under  penalty  of  removal  from  the  public  service, 
employees  are  prohibited  from  giving  instruction  to  or  being 
concerned  in  any  manner  directly  or  indirectly  in  the  instruc- 
tion of  persons  or  classes  of  persons  preparing  for  civil 
service  examinations,  either  privately  or  in  schools  or  insti- 
tutions claiming  to  give  instruction  €ilong  the  lines  of  civil- 
service  examinations.  Employees  are  also  prohibited  from  be- 
coming concerned  financially  or  otherwise  in  such  schools  or 
institutions . 

2117.  Preference  to  Honorably  Discharged  Soldiers . Sailors . 
and  Marines . and  Their  Widows  and  Wives.-  Persons  honorably 
discharged  from  the  military  or  naval  service  by  reason  of  dis- 
ability resulting  from  wounds  or  sickness  incurred  in  the  line 
of  duty,  shall  be  preferred  for  appointments  to  civil  offices, 
provided  they  are  found  to  possess  the  business  capacity  nec- 
essary for  the  proper  discharge  of  the  duties  of  such  offices. 

In  making  appointments  to  clerical  and  other  positions  in 
the  executive  branch  of  the  Government  in  the  District  of 
Columbia,  or  elsewhere,  preference  shall  be  given  to  honorably 
discharged  soldiers,  sailors,  and  marines,  and  widows  of  such 
and  to  the  wives  of  injured  soldiers,  sailors  and  marines,  who 
themselves  are  not  qualified  but  whose  wives  are  qualified  to 
hold  such  positions.  (36,  37,  38) 


DEPARTMENT  OF  AGRICULTURE 


WASHINGTON 


September  21,  1938 


AMENDMENT  TO  THE  REGUUTIONS 


Amendment  No.  71. 


A revision  of  regulation  2114,  entitled 
"Acceptance  of  Voluntary  Services  Prohibited"  appears 
on  the  reverse  side  of  this  sheet.  It  appears  de- 
sirable to  restrict  the  holding  by  an  individual  of 
more  than  one  appointment  in  the  Department  as  a 
collaborator. 

The  provisions  of  the  regulation,  as  revised, 
are  promulgated  effective  immediately. 

Inasmuch  as  this  subject  has  been  included  in 
the  Table  of  Contents  and  the  Index,  no  addition  need 
be  made  to  these  sections. 

Acting  Secretary. 


REGUIATIONS  OF  THE  U.  S.  DEPARTIJENT  OF  AGRICULTURE 


General  Provisions 

2121.  Appointments.  Departmental  Service.  Unless  otherwise  pro- 
vided by  lawj  every  person  entering  the  service  of  the  Department 
in  the  District  of  Columbia  will  be  appointed  by  the  Secretary, 
at  the  minimum  salary  rates  prescribed  for  the  appropriate  greides 
under  the  Classification  Act.  No  person  appointed  in  the  Depart- 
ment shall  be  permitted  to  enter  upon  the  performance  of  hie 
duties  until  the  appointment  has  been  approved  by  the  Secretary. 
Chiefs  of  bureaus  are  authorized  to  recommend  appointments  to 
fill  vacancies  in  their  respective  organizations,  and  to  recom- 
mend promotions,  demotions,  dismissals,  transfers,  reinstataaents, 
and  other  changes  of  personnel  status.  (43,  45,  46,  146,  216, 
1730,  1731) 


2157.  Oath  of  Office.*** 

1.  ■•‘Except  as  provided  in  paragraph  5»  an  oath  of  office  must  be 
executed,  in  all  cases  of  original  appointment,  before  any  payment 
of  salary  can  be  made.'*  The  oath  of  office  should  in  no  case  be 
executed  before  the  appointment  is  authorized  by  the  Department - 
(11) 

2.  Oaths  of  office  must  be  taken  without  expense  to  the  Ifaited 
States.  The  oath  of  office  may  be  taken  before  any  officer  who 
is  authorized,  either  by  the  laws  of  the  United  States  or  by  the 
local  municipal  law,  to  administer  oaths  in  the  State,  Territory, 
or  district  where  such  oath  may  be  administered.  If  there  is  no 
provision  for  authentication  under  seal  by  the  executing  officer, 
the  qualifications  of  such  officer  shall  be  shown  by  a certificate 
of  the  clerk  of  court  or  other  officer  in  charge  of  the  record  of 
his  appointment  or  election.***  (12,  14) 

3.  When  an  oath  of  office  is  administered  by  a justice  of  the 
peace,  his  official  capacity  should  be  certified  to  by  a clerk  of 
a court  of  record  of  the  county  in  which  the  justice  of  the  peace 
resides . 

4.  A postmaster,  who  is  not  also  a notary  public,  is  not  author- 
ized to  administer  oaths  of  office  to  employees  of  the  Department. 

5.  An  employee  who,  upon  original  appointment,  has  subscribed  to 
the  oath  of  office  is  not  required  to  renew  the  oath  because  of 
change  in  status  so  long  as  his  services  are  continuous,  unless 
the  *Director  of  Personnel,  at  the  direction  of  the  Secretary  or 
the  War  Food  Mministrator,*  requires  such  renewal.  Forest  guards 
and  other  field  employees  engag^  for  temporary  or  occasional 
service  are  not  required  to  take  an  oath  of  office.***  (l3) 

6e  •Waiver  or  modification  of  the  oath  of  office  may  be  made  by 
the  Director  of  Personnel  in  any  case  where  such  oath  is  not 
required  by  law.* 


Revised  8-6-43  (Amendment  168) 


Field  Service  - 

Appointments  to  Unclassified  Positions 


2162.  Emergency  Appointments  Prior  to  Re- 
ceipt of  Notice  of  Appointment Persons  recom- 
mended for  appointment,  either  permanent,  or 
temporary  (original  or  extension),  must  not  he 
assigned  to  duty  before  the  receipt  of  informa- 
tion that  the  appointment  has  been  approved  by 
the  Secretary  of  Agriculture.  Emergency  appoint- 
ments may  be  recommended  by  telegrams  which 
should  contain  all  the  information  necessary  for 
administrative  action,  viz; 

1.  Name . In  full,  when  possible,  rather  than 
initials,  with  particular  care  in  the  spelling; 

2,  Designation.  The  title  which  will  be  used 
in  the  appointment  papers,  i.e.,  Junior  Clerk, Jun- 
ior Forester,  etc. ; 

3-  Salary.  On  the  yearly  basis  where  possible; 

4,  Date  Effective.  This  should  be  the  date  on 
which  the  appointee  is  to  enter  upon  duty  - not,  of 
course,  prior  to  that  upon  which  it  may  be  reason- 
ably expected  the  Secretary  will  sign  the  appoint- 
ment papers. 

If  the  bureau  -chief  approves  the  telegraphic 
request  for  appointment,  he  should  endorse  the 
telegram  accordingly  and  send  it  by  special  mes- 
senger to  the  director  of  personnel.  The  bureau 
will  be  promptly  notified  of  the  Secretary's  ac- 
tion on  the  case.  This  telegraphic  appointment 
will  be  confirmed  as  soon  as  possible  thereafter 
by  recommendation  submitted  to  the  director  of 
personnel  on  the  standard  form  provided  for  such 
purpose  and  the  usual  formal  notification  of  ap- 
pointment will  be  issued  in  due  course. 

Pursuant  to  the  act  of  June  26,  1930,  Public 
No,  44l,  the  Secretary  may  delegate  authority  to 
subordinates  under  such  regulations  as  he  may  pre- 
scribe, to  employ  personnel  for  duty  in  the  field 
service  of  the  Department.  Use  of  this  delegated 


- .jJe.ri.'  .. 

'4pi  ol . b^  -V  - ...  .:r  Vizh^  -tI-  ct  a 


. r.sS' a?  .Siv.l,''?  s. 

-iKor--3T  81.-.  '.  Pk,  'nioou  a lo 

: vTO'  - <.nf?TriMT.t lojir  j ■,•■;  . ::nonr«;-nl:ccja3  *ic/t  .,5\-> 

• ad’  ^€1*1  .r^^jj'iT:  ..5  (n’o  urtisixa  lo 

><^£rT0ii5:i;  -lo  oq-i:ao^T  e-ii'  '‘^dir.b  od 

• X'd  aifd  diiutd’  rroX'-) 

“d^:^oqq.6  ad.,f 

. xiohi-w''  pd'  i)^3,0o;^CTOoax.J^d■  zm  &djxm 

toT  vxs£'Sr3oa4;i  iToi,:iv?:‘rxolnx  orivt  XI, s .(tx^^taco ^M.wxfs 

^^S!XY  ^110 Id  0.8  0-^7  ij jrx if ^lat mils 

, ■ . ..  O-  O".'-  " 

, _ ,'  ’ ;"■■■'  ■'  ■ ■:■  m 

jXB-d:f  r^ddsii.SXd'iBBoq.Jx^xfvi^jIisi-  .ctl  :■ 

^^.axll^qs.  Slid  at  etc^o  lalFstcf  T.sq;  di  xw  , «j.L«rld-.tAi 


hi$B.P^0d  llr^  rq>.£:ili'  ol-txd  edO?.  , .yo i ! 3 ■ <i " ^ S 
-.r.cT,qj(TaXD  ■toinsfb  ^»b»s;  ^BHeqB<{' tmd al o.qqA  oo/X  x:x 


-D  B . 1 6 ^1  a^s  0'  1 *r e t 


aldlracr’  BT^rfw  ,eXaM  xr^MozyM . dO  v!Ciioi^il  »?. 

.no  od',8^  ■ vcf  ',blxrc.,rls  , S7X.d;q:eYxI|.  sPjbQ.  ^ 

1:o  X d’  on  «•  ■ j;i>'  xip  qsf ' %a  X .qa ' q ,X  a ,t  '&  o d nx  o qpM  exi1  ■ fo  / f 

•”  ma  e a n e d ■.  XBm  ot  i xi o Idw'  • no  qix  d nd d o d ■:■  i i q ^ o a txfod 
•-iiixoqqB  sciv  xr^ia  Xliw  ^XBdonoe.S  exCd  O-Cob 

" ;d„  >x 


DXiiqx:5i^/3X6#  Slid'  aetdoiqqa  ‘leiodo-  x'=:2anxfS  odd  ’^T 

6xi:t  a.^.noJbn:a  XoD^orl^  >.rf.  ',  J^xea^UilocrgB  Td't  d&vsxp^T 
-ae/.rr- i,n.r>oq;a  qd  qi  .jjxioxf 
' .o.x?.eni7d  . ert'X  ..'  ^.loimoe^aqf  Iq.  n.o^o@nhb  cot  ». 

, -.DB  e ’ 7nndeo:3o8  eiid  to  .tol'ilnton  told  oc  XXl^  ' . 

doneincUtxqq#  ' SBi%o  a:ic  xrq  no  M , 

nodto.on.e.di  «i  - 8a  ' £fO0&  o,.s  J>oanxtoi;oc-  ad  XI  :,sv'.  •.- 

'.  to.  i'OuDanll.'  orl.T  od  l^sX dlmbsri^ - nc. i 
nox.ro  not  BoXiTonvi;  irno^X'  f^nsnxioda  dda  no  io|:/TOei;en'q^^‘pj 
>--qa  dto  :.nV Id ro  *■  toXoit , Xflr^ol  X^xi'etp  axid.  Xixs  aaa'qirnq 

. e8': /)o|?  aidJ,  lit  dejp^ai  ad  XIi.?o  jnafsc^nZcq  - 

opldisP  .PT^9r  BiUfX  .^o:  dOB  edd  od  dxxsi-aifrS:  ' ~ 
h-  xiti .' .; UxoB  ^ o ■:^n ' \ZBi on o ad:  .Xito  qfe 

-<^tq  Bpm  Pd  a.E'  too i. ;o.r 1 1/3,01  doim-  naiintr  oDi.8nlirrocoi\  J 
^IsxT,..a..i-:uqrii  7;d..to  70I  Xerxnc-aiaq  od  ^ecflixoi;. 

Tsixid  m-  ^\j  „ dnamttnj«?xT0#  (-ifx  to  eoI'TT3^to 


Field  Service  » 

Appointments  to  IMclassified  Positions 


authority  will  be  strictly  confined  to  cases  where  mail  transmit- 
ted between  the  field  and  Washington  would  delay  urgently  needed 
employment  to  the  prejudice  of  the  service* 

The  Department  will  not  accept  as  satisfactory  the  report  of  a 
field  officer  that  person  was  improi>erly  assigned  to  duty 
through  oversight,  carelessness,  indifference  to  instructions,  or 
failure  to  take  the  necessary  steps  in  sufficient  time  to  permit 
action  by  the  Department* 

2163*  Employment  Under  Letter  of  Authoriaation,  In  case  of  the 
need  of  emergency  assistance  outside  of  Washington,  D*  C.,  employ- 
ment under  Letter  of  Authorization  is  authorized,  as  provided  in 
Personnel  Circular  No*  42  (Revision  I),  and  any  revisions  or  sup- 
plen^nts  thereto  which  may  be  issued  from  time  to  time  by  the 
Director  of  Personnel* 


DEPARTMENT  OF  AGRICULTURE 


WASHINGTON 


AMENDMENT  TO  THE  REGULATIONS 


Amendment  No.  127 


June  11,  19a 


On  the  reverse  side  of  this  page  appears  a revision  of  Regulation 
2163,  entitled  "Employment  Under  Letter  of  Authorization,"  -which 
supersedes  Amendment  No,  22,  dated  April  7,  1937,  and  is  promul- 
gated effective  iramediateOy, 

The  re-vised  Regulation  authorizes  enqployment  in  the  field  service 
under  Letter  of  Authorization,  as  pro-vLded  in  Personnel  Circular  No, 
42  (Revision  I),  and  any  revisions  or  supplements  thereto. 


No  changes  in  the  Table  of  Contents  or  in  the  Index  will  be  neces- 
sary. 


Uhder  Secretary, 


HOUES  OF  LABOR 


2211.  Hours  of  Luty 


.oflo-O 


ifrr 


i 


HOURS  OF  DUn 


2211.  Hours  of  Duty,  Hours  of  dut7  in  the  Department  of  Igricultiire 
are  hereby  established  in  accordance  ^dth  the  provisions  of  Personnel 
Circular  No.  108  (Revision  I),  and  any  revisions  or  supplements  there- 
to irtiich  may  be  issued  by  the  Director  of  Personnel,  at  ny  direction. 


DEPARTMENT  OF  AGRICULTURE 


WASHINGTON 


AMENDMENT  TO  THE  REGULATIONS 


Amendment  No,  138  January  20,  1942 

On  the  reverse  side  of  this  page  appears  a revision  of  Regulation  2211 
entitled  "Hours  of  Duty,"  which  supersedes  Amendment  No,  129,  dated 
July  26,  1941,  and  is  proniulgated  effective  January  26,  1942. 


The  revised  Regulation  authorizes  hours  of  duty  in  the  Department  as 
provided  in  Personnel  Circular  No,  108  (Revision  l),  and  aiy  revisions 


or  supplements  thereto  which  may  be 
sonnel. 

No  changes  in  the  Table  of  Contents 


issued  by  the  Director  of  Per- 
or  in  the  Index  will  be  necessary. 


Secretary 


PRINCIPLES  OF  CLASSIFICATION 


2311.  Classification  Act  of  1923.-  ”The 
Classification  Act  of  I923”  provides  that  ”the 
head  of  each  department  shall  allocate  all  posi- 
tions in  his  department  in  the  District  of  Col- 
umbia to  the  appropriate  grades  in  the  comj)ensa- 
tion  schedules  contained  in  Section  I3  of  the  Act, 
and  shall  fix  the  rate  of  compensation  thereunder 
in  accordance  with  the  rules  prescribed  in  Sec- 
tion. I6  hereii,  Such  allocations  shall  be  reviewed 
and  may  be  revised  by  the  Personnel  Classifica- 
tion Board”  (now  U.  S.  Civil  Service  Commission), 

Classification  of  the  field  service  (alloca- 
tions covering  positions  customarily  located  out- 
side the  District  of  Columbia,  not  subject  to  ap- 
proval by  the  Civil  Service  Commission)  will  be 
made  by  the  head  of  .the  Department  through  the 
director  of  personnel, 

2312.  Organization  Changes  to  be  Approved 
by  Director  of  Personnel.-  Where  organizations 
or  reorganizations  are  planned  within  the  vari- 
ous bureaus,  in  Washington  or  in  the  field,  in- 
volving the  establishment,  discontinuance,  merger, 
or  other  change  in  the  status  or  personnel  of 
constituted  parts  of  a bureau,  such  organization 
or  reorganization  plans  shall  be  submitted  in  ad- 
vance to  the  director  of  personnel.  No  such 
changes  are  to  be  made  until  such  plans  have  been 
approved  by  the  director  of  personnel. 
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CLASSIFICATION  PROCEHIRE 


2321.  Procedure  for  Allocation  of  Positions>- 
Allocations  will  in  all  cases  be  reported  to  the 
director  of  personnel,  on  Classification  Sheet, 
Civil  Service  Form  293I  (January,  193^)* 

The  classification  sheets  will  be  typewritten 
in  triplicate  and  will  be  signed  by  the  officer  a* 
employee  who  prepares  them,  and  will  be  reviewed 
and  signed  by  the  head  of  the  bureau  where  the  em- 
ployee works  or  by  someone  designated  by  him  for 
the  purpose. 

Classification  sheets  must  be  numbered  in 
series  by  the  reporting  officers  (usually  the  bu- 
reau personnel  officer)  in  the  space  provided  for 
the  purpose  in  the  upper  right-hand  comer. 

The  bureau  recommendation  for  allocation  and 
the  Department  allocation  should  be  indicated  by 
symbol  in  the  block  provided  for  the  purpose  in 
the  upi>€r  right-hand  comer. 

2322.  New  Appointments.-  Additions  of  em- 
ployees by  certification,  by  reinstatement,  and 
by  transfer  will  be  reported  as  new  appointments. 

2323.  New  Positions.-  Whenever  a bureau  or 
office  creates  a new  position  the  Commission's 
approval  of  the  allocation  of  such  position  should 
be  secured  in  aavance  of  appointment  to  the  posi- 
tion. The  term  ’’new  position”  as  used  in  this 
connection  means  Bither  (l)  a position  newly 
created  in  addition  to  positions  already  in  exis- 
tence; or  (2)  a position  that  takes  on  a new 
character  because  of  a material  and  substantial 
change  in  the  position  resulting  either  from  (a) 
the  addition  of  entirely  new  duties  or  responsi- 
bilities; (b)  the  abandonment  of  old  duties  or 
responsibilities;  or  (c)  a difference  in  time 
distribution  or  a decrease  or  increase  in  im- 
portance of  duties  or  responsibilities. 


Classification  Procedure 


2324.  Change  in  Duties  and  Other  Changes, - 

A change  in  duties  will  he  reported  whenever  there 
is  a permanent  and  material  change  in  the  character 
of  an  employee’s  work,  from  that  previously  re- 
ported to  the  Commission,  It  may  occasionally  he 
desirable  to  submit  a classification  sheet  which 
does  not  involve  a change  in  grade:  as  for  example, 
when  it  is  considered  necessary  to  bring  a job 
description  up  to  date,  or  where  there  has  been  a 
reorganization  of  work  without  involving  a material 
change  in  the  positions, 

2325.  Vacancies  and  Old  Positions,-  In  the 
case  of  an  existing  position  which  has  already 
been  allocated  by  the  Commission,  the  allocation 
continues  to  apply  to  that  position  as  long  as  the 
duties  and  responsibilities  remain  unchanged, 

2326,  Detail  of  Employees,-  An  employee  may 
be  detailed  from  '^ne  position  to  another  without 
having  a new  classification  sheet  submitted  in- 
dicating such  change,  provided  the  period  of  de- 
tail does  not  exceed  one  hundred  and  twenty  (l20) 
days.  If  the  period  of  detail  does  exceed  one 
hundred  and  twenty  days  a new  classification 
sheet  should  be  prepared  and  forwarded  through 
channels  to  the  director  of  personnel  of  the  De- 
partment for  approval  by  the  Civil  Service  Com- 
mission, (See  also  Paragraph  2712,) 

2327,  Title  of  Position,-  The  classification 
title  of  a posit ion j should  be  given  on  line  9 
(C,S,C.  Form  2931)?  after  which  should  be  shown 
the  customary  office  title:  to  illustrate.  Clerk 
(bookkeeper)  I Jr,  Administrative  Assistant  (head 
clerk) , 

232s,  Description  of  Work,-  The  description 
of  the  work  performed  should  be  prepared  with  care 
and  should  show  clearly,  concisely,  and  accurately, 
the  actual  duties  of  the  employee.  Superfluous 
adjectives  and  general  terms  as  ’’handle,”  ’’assist,” 
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Classification  Procedure 


etc.,  should  he  avoided.  No  conclusions  such  as 
’’performs  the  most  difficult  work,”  ” requires 
specialized  knowledge,”  etc.,  should  he  incor- 
porated in  the  description.  The  facts  should  he 
given  and  the  classification  officers  allowed  to 
reach  their  own  conclusions, 

2329,  Qualifications  of  Employees.-  The  ac- 
tual qualifications  and  experience  of  each  person 
who  is  allocated  to  the  Professional  or  Suhprofes- 
sional  service,  or  to  any  grade  above  G-rade  5 
the  Clerical,  Administrative  and  Fiscal  service 
should  he  given.  In  every  case  the  employee’s 
experience  and  other  special  qualifications  which 
are  pertinent  to  the  position  reported  should  he 
stated. 

If  the  person  to  he  appointed  has  not  been 
determined  upon, the  minimum  qualifications  which 
are  to  he  required  should  he  stated  in  the  space 
provided  for  the  qualifications  of  the  employee. 
When  the  position  is  filled  a classification  sheet 
for  the  individual  who  is  selected  will  he  immedi- 
ately prepared  and  forwarded  to  the  director  of 
personnel. 


REGULATIONS  OK  THE  U.  S.  DEFARTI.IL’T  OF  AGRICULTLTIE 


2412,  Vacancies  to  be  Filled  by  Promotion  V/herever  Possible,  As 
a general  policy,  vacancies  in  positions  will  be  filled  by  the 
promotion  of  employees  of  lower  grade  if  they  are  available  and 
have  qualifications  equal  to  persons  not  in  the  service.  Promo- 
tion of  an  employee  to  a position  for  which  he  has  not  previously 
qualified  through  an  examination  requires  t>:e  prior  approval  of 
the  Civil  Service  Commission, 

It  is  the  policy  of  the  Department  to  recognize  conspicuous  accom- 
lishment  by  appropriate  increases  in  compensation,  and  the  need  is 
emphasized  for  rigid  adherenoe  to  a promotion  program  which  excludes 
from  consideration  all  factors  other  tr.an  constructive  and  effective 
service. 


Reprinted  without  change  6-24-43 
(See  Amendment  166) 


TJNITED  STATES  DEPARTMENT  OP  AQRICIILTDRE 
Office  of  the  Secretary 
Hashington  25,  D,  C* 


June  24,  1943 

AMENEKENT  NO.  166  TO  THE  REGULATIONS  OF  THE  DBPARMENT 


The  Regulations  listed  below  have  become  obsolete  for  one  reason 
or  another  and  accordingly  are  hereby  canceled*  In  many  cases 
the  subject  matter  is  covered  by  statutes.  Civil  Service  Rules, 
Personnel  Circulars,  or  other  instructions  issued  since  the 
Regulations  were  originally  published*  Regulation  3225  is  super- 
seded by  Regulations  1836  and  4117*  Regulation  3416  is  canceled 
because  it  is  a duplication  of  Regulation  1824* 

2122  Requests  for  Certification  of  Eligibles 
2125  Action  on  Civil  ^rvice  Certificates 

2124  Selections  from  Certificates 

2125  Recommendation  for  Appointment 

2126  Notice  of  Appointment 

2127  Physical  Examination,  Fingerprinting,  and  Declaration  of 

Appointee 

2128  Oath  of  Office,  Personal  History  Statement 
2131  Appointments  to  Excepted  Positions 

2152  Method  of  Selection  for  Temporary  Appointment 

2133  Extension  of  Temporary  Appointment 

2134  Temporary  Appointment  to  Scientific  Positions 

2135  Temporary  Laborers 

2136  Temporary  Appointments  Hhich  May  be  Made  Permanent 

2141  Field-Service  Appointments  Subject  to  Civil-Service  Rules 

2142  Selection  of  Appointees 
2145  Civil-Service  Districts 

2144  Correspondence  with  Civil-Service  District  Manager 

2145  Requisition  on  the  District  Manager 

2146  Selections  from  Certificates 

2151  Recommendation  for  Appointment 

2152  Examination  Papers  of  Persona  Selected 

2153  Notice  of  Appointment 

2154  Date  Effective 

2155  Physical  Examination  and  Fingerprinting 

2156  Declaration  of  Appointee 

2161  Appointments  to  Dhclassified  Field  Positions 

2171  Method  of  Selection  for  Temporary  Appointment  under  District 

System 

2172  Requests  for  Certification  for  Temporary  Appointment 

2173  Temporary  Appointment  in  the  Absence  of  Eligibles 

2174  Temporary  Appointments  from  Incomplete  Certificates 

2175  Duration  of  Temporary  Appointment 

2176  Extension  of  Temporary  Appointment 

2177  Temporary  Appointments  to  Positions  not  under  District  System 
2331  Appeal  Procedure 

2411  Efficiency  Ratings 

2413  Rules  for  Salary  Increases 

2414  Rules  for  Salary  Redactions,  Demotions,  or  Dismissals 
2541  Compensatory  Leave 

2611  Persons  Eligible  to  Reinstatement 

2821  Civil  Service  Retirement  Act 

2822  Civil  Service  Retirement  and  Disability  Fund 

3225  Mechanical  Services,  Equipment  and  Supplies  in  the  District  of 
Columbia 

3416  Use  of  American  Flag  Ships  Required 

Regulations  2121,2157,  and  2412,  which  are  active,  have  been  reprinted 
on  the  attached  sheet  without  change  in  order  to  permit  removal  of  the 
old  sheets  on  ihich  these  Regulations  originally  appeared* 


ANNUAL  AND  SICK  LEAVE 


2511.  Leave  --  Annual  and  Sick.  All  officers  and  employees  of  the 
Department  irLll  be  governed  irith  respect  to  annual  and  sick  leave 
by  Personnel  Circular  No.  107  and  any  supplements  thereto  Issued 
from  time  to  time  by  the  Director  of  Personnel, 


DEPARUffiNT  OF  AGRICULTURE 
ViTASHINGTON 

March  26,  19a 

AMENDMENT  TO  THE  REGULATIONS 

Amendment  No.  119 

A consolidation  of  Department  Regulations  2512,  2521,  and  2522 
with  Regulation  2511,  the  title  of  which  has  been  changed  to  "Leave  - 
Annual  and  Sick,"  appears  on  the  reverse  of  this  page. 

The  revised  Regulation  consists  of  a cross  reference  to  Person- 
nel Circular  No.  107  which  includes  detailed  instructions  on  sick 
and  annual  leave  revised  in  accordance  with  Executive  Orders  Nos. 

8384  and  8385  issued  pursuant  to  the  Act  of  March  2,  1940,  and  with 
decisions  of  the  Comptroller  General.  These  instructions  are  not 
repeated  in  the  Regulation  book  because  of  their  length  and  the  fact 
that  they  are  subject  to  constant  change  as  new  interpretations  are 
issued. 

This  amendment  is  issued  effective  Immediately,  superseding 
Amendments  Nos.  66,  67,  68,  69,  78,  and  79. 

The  following  changes  should  be  made  in  the  Table  of  Contents 
and  in  the  Index: 

Table  of  Contents 

Changes:  2511  to  "Leave  - Annual  and  Sick" 

Deletions: 

2512.  Annual,  for  Qnployees  Assigned  to  Duty  Outside  the 
Continental  Limits  of  the  United  States 

2521,  Sick,  for  Onplcyees  Assigned  to  Duty  Within  the 

Continental  Limits  of  the  Iftiited  States 

2522.  Sick,  for  Employees  Assigned  to  Duty  Outside  the 

Continental  Limits  of  the  United  States 

Ladex 


Changes:  Sick  leave  frcm  "2521"  and  "2522"  to  "2511" 

Deletions  t 


Alaska, 

annual  leave  for  employees  in 2511,  2512 

sick  leave  for  employees  in 2522 

Annual  leave  of  absence 2512 

Departmental,  employees,  annual  leave  for 2511,  2512 

Detail,  leave  records 2511 

Field, 

employees,  annual  leave  for 2511 

employees,  sick  leave  for 2512,  2522 

Foreign,  Agricultural  Service,  leave 2511 

Hawaii, 

annual  leave  for  emilcyees  in 2511,  2512 

sick  leave  for  employees  in 2512,  2522 

Leave,  annual,  of  absence 2512 

Puerto  Rico, 

annual  leave  for  employees  in 2511,  2512 

sick  leave  for  employees  in 2522 

Saturdays,  annual  leave  on 2511 

Separation,  leave  which  may  be  granted  on 2511,  2512 

Simdays,  annual  leave  on 2511 

Temporary  enplcyees  entitled  to  leave 2511,  2512 


Under  Secretary. 


COURT  LEAVE 


2531,  Htnesses,  Baplcjyees  Tiho  attend  court  or  appear  before 
United  States  Conanissioners  as  witnesses  for  the  Federal  Govern- 
ment are  entitled  to  their  regular  pay  during  the  time  th^r  are 
away  from  their  regular  duties  on  account  of  said  appearance 
without  having  the  absence  charged  to  their  annual  leave.  Evi- 
dence of  attendance  at  court  will  be  required.  Employees  idio 
attend  court  as  witnesses  in  cases  where  the  employee* s testi- 
mony has  no  official  character  shall  do  so  while  on  leave  with 
pay,  or  if  such  leave  has  been  exhausted,  leave  without  pay. 
■jatnesses  for  the  District  of  Colxunbia  are  not  considered 
witnesses  for  the  Government. 

2532.  Leave  Allowed  for  Jury  Service.  An  enqployee  who  attends 
Federal,  State,  or  municipal  court  as  a juror  is  entitled  to  his 
regular  pay  during  the  time  he  is  away  fl*om  his  regular  duties 
on  account  of  such  jury  service,  without  having  the  absence 
charged  to  annual  leave.  He  may  be  granted  leave  of  absence 
with  pay  for  the  entire  period  fi*om  the  date  on  irtiich  he  is  re- 
quired to  report  to  the  court  as  stated  in  the  sunmons,  to  the 
time  he  is  discharged  by  the  court,  regardless  of  the  number  of 
hours  per  day  or  days  per  week  he  actually  served  on  the  jury 
during  the  period.  However,  if  he  is  summoned  for  jury  duty 
for  an  extended  term  and  is  excused  or  discharged  by  the  court 
during  such  term  for  an  indefinite  period  subject  to  call  by 
the  court  or  for  a definite  period  in  excess  of  one  day,  the 
"term”  of  jury  service  for  which  leave  of  absence  with  pay  may 
be  granted  is  regarded  as  having  been  curtailed  or  reduced  by 
‘Uie  court  to  the  extent  of  the  days  for  which  the  court  has 
excused  or  discharged  him  from  jury  service,  and  for  such  days, 
court  or  jury  leave  of  absence  with  pay  is  not  authorized. 

Evidence  of  attendance  at  court  as  a juror  will  be  required. 

Qttployees  shall  receive  no  compensation  for  jury  service 
in  any  court  of  the  United  States  or  of  the  District  of  Columbia. 
The  pay  that  an  ©aployee  may  receive  for  jury  service  in  any 
State  or  municipal  court  shall  be  charged  against  or  deducted 
frcm  his  regular  pay  from  the  United  States.  (See  also  Regula- 

tiai  1523.) 


DEPARTMENT  OF  AGRICULTDRE 


WASHINGTON 


Janoazy  19,  1937 


AMENIMENT  TO  THE  REGDLATIONS 


Amendment  No.  10 

There  appears  on  the  reverse  side  of  this  sheet  an  amendment 
to  paragraph  2532,  entitled  ^Leave  Alloired  for  Jhry  Service," 
•which  is  added  to  the  Regulations  of  this  Department,  effective 
iDDnediately. 

All  copies  of  the  Regulations  should  be  modified  accordingly. 

Inasmuch  as  this  subject  has  been  included  in  the  Index  no 
additions  to  that  section  are  required  but  it  is  necessary  to 
change  the  ti-tG.e  to  this  paragraph  in  the  Table  of  Contents. 


Acting  Secre-bary. 


November  1940 


AaiENDMENT  TO  THE  REGDLATIONS 


Amendment  No.  107 

There  appears  on  the  reverse  side  of  this  page  a revision  of 
Regulation  2532  entitled  "Leave  Allowed  for  Jury  Service"  idiich 
is  prcMulgated  effective  as  of  JCne  29,  1940. 

The  ixirpos®  this  revision  is  to  comply  with  the  act  of 
Jtine  29,  1940,  providing  leave  with  pay  to  employees  of  the  Depart- 
ment who  are  called  upon  for  jury  service  in  any  State  court  or 
court  of  the  United  S'bates. 

This  revision  requires  no  change  in  the  Table  of  Contents  or 
in  the  Index. 


Acting  Secretaiy, 


MILITARY  LEAVE 


2551.  General  Conditions.  Military  leave  may  be  granted  only  to  per- 
manent employees  and  shall  be  without  loss  of  time,  pay,  or  efficiency 
x^ting.  Temporary  employees  are  not  entitled  to  leave  of  absence  with 
pay. 

2552.  Members  of  District  of  Colombia  National  Guard.  Members  of  the 
National  Guard  of  the  District  of  Columbia  may  be  granted  military  leave 
on  all  days  of  service  which  they  may  be  ordered  to  perform  by  the 
commanding  general  without  limit  as  to  the  number  of  days.  (1764) 

2553.  National  Giiard  Outside  the  District  of  Columbia.  Members  of  the 
National  Guard  outside  the  District  of  Columbia  (whether  enployed  at 
Washington,  D.  C.,  or  elseidiere)  may  be  granted  military  leave  on  all 
days  without  limit  during  idiich  they  shall  be  engaged  in  field  or  coast- 
defense  training  ordered  or  authorized  under  the  provisions  of  the  Na- 
tional Defense  Act  of  June  3,  1916>,  but  not  including  other  duty  \inder 
orders  of  the  governor  of  a State.  (1764) 

2554.  Naval  Reserve  and  Marine  Corps  Reserve.  Members  of  the  Naval 
Reserve  (Fleet  Reserve,  Organized  Reserve,  Merchant  Marine  Reserve, 
and  Volunteer  Reserve)  and  the  Marine  Corps  Reserve,  -whether  of  the 
District  of  Columbia,  or  othenrise,  and  wherever  employed,  may  be 
granted  military  leave  with  pay  for  periods  not  to  exceed  15  days  in 
any  one  calendar  year,  Sundays  and  holidays  included,  whenever  th«y 
engage  in  training  duty  ordered  or  authorized  by  competent  authority. 
Members  of  the  Naval  Reserve  who  have  exhausted  military  leave  and  take 
regular  annual  leave  to  cover  military  duty  in  excess  of  15  days  may 
receive  both  Department  salary  and  Naval  Reserve  pay  and  allowances  for 
the  additional  period,  irrespective  of  the  aggregate  amount.  However, 
at  any  time  after  July  1,  1936,  such  manbers  of  the  Naval  Reserve  may 
prior  to  the  exhaustion  of  accumulated  and  current  accrued  annual  leave 
be  granted  leave  without  pay  during  such  period  in  excess  of  15  days. 
(1767) 

2555.  Officers*  Reserve  Corps.  Members  of  the  Officers'  Reserve  Corps 
(whether  employed  in  the  District  of  Columbia  or  elsewhere)  may  be 
granted  military  leave  on  all  days  during  which  they  shall  be  ordered  to 
duty  with  troops  or  at  field  exercises,  or  for  instruction,  for  periods 
not  to  exceed  15  d^s,  Sundays  and  holidays  included,  in  any  one  calen- 
dar year. 

An  employee  of  the  Department  irtio  is  also  a member  of  Officers' 
Reserve  Corps  may  receive,  for  the  period  of  military  leave  described 
above,  the  salary  of  his  office  or  position,  regardless  of  the  rate 
thereof,  and  the  pay  and  allowances  of  his  grade  as  an  officer  of  the 
Officers'  Reserve  Corps,  while  performing  service  ordered  under  the  pro- 
visions of  section  39  of  the  National  Defense  Act  of  June  3,  1916. 

Members  of  the  Officers'  Reserve  Corps  irtio  have  exhausted  mili- 
tary leave,  may  take  annual  leave  to  cover  military  duty  in  excess  of 
15  days  if  the  compensation  from  both  sources  does  not  exceed  the  annual 
rate  of  $2,000  in  the  aggregate.  However,  at  any  time  after  July  1, 

1936,  such  officer  may  prior  to  the  exhaustion  of  his  accumulated  and 
current  accrued  annual  leave  be  granted  leave  without  pay  during  such 
period  in  excess  of  15  days. (632) 

2556.  Officers'  Certificate.  Application  for  military  leave  must  be 
supported  by  the  certificate  of  a competent  officer  of  the  military  or 
naval  organization  of  which  the  employee  is  a member. 


DEPARTMENT  OF  AGRICULTURE 


WASHINGTON 


August  5,  1940. 

AMENEMENT  TO  THE  REGULATIONS 

Amendnent  No.  103 

•Rie  revisions  of  Regulations  2554  ”Naval  Reserve  and  Marine  Corps 
Reserve”  and  2555  "Officers’  Reserve  Corps”  which  appear  on  the  reverse 
side  of  this  sheet  are  promulgated  effective  immediately. 

The  title  of  Regulation  2554  has  been  changed;  references  to  "Naval 
Militia"  have  been  omitted;  and  the  definition  of  "Naval  Reserve"  has 
been  corrected  to  agree  with  the  Act  of  June  25,  1938  (52  Stat.  1175). 

The  third  paragraph  of  Regulation  2555  has  been  changed  in  accor- 
dance with  the  Revised  Leave  Regulations,  issued  March  29,  1940. 

The  following  changes  should  be  made  in  the  Table  of  Contents 
and  in  the  Index: 

Table  of  Contents 

Tfeder  "Military  Leave",  Regulation  2554,  change  title  to  "Naval 
Reserve  and  Marine  Corps  Reserve"  from  "Naval  Militia  and  the  Naval  Re- 
serve." 

Index 

Deletions: 

Under  "Naval"  delete  "Militia,  military  leave  for  - - 2554" 
Changes: 

Change  "Fleet  Naval  Reserve"  to  "Fleet  Reserve" 

Insertions; 


Add  "Organized  Reserve,  military  leave  for 2554" 

Add  "Merchant  Marine  Reserve,  military  leave  for 2554" 

Add  "Volunteer  Reserve,  military  leave  for 2554" 


Under  "Leave  for  military  service - 2551",  add  "2552-7" 

Under  "Military,  leave  of  absence 2551",  add  "2552-7" 

Under  "Annual  leave  of  absence  2511,  2512"  add 

”2554,  2555" 

tfeder  "Cranpensation,  additional,  when  permissible  3214" 

add  "2554,  2555"  * 

Under  "Additional  compensation,  when  permissible  3214" 

and  "2554,  2555"  * 

# 


Acting  Secretary, 


Militax7 


2557.  Special  Leave  of  Absence  of  Veterans  Receiving  Medical  Treatment. 
Upon  the  presentation  of  an  official  staten«it  from  dul7  ccnstituted 
B^cal  aothority  that  medical  treatment  is  required,  such  annual  or 
sick  leare  as  naj  be  permitted  b7  law  and  such  leave  without  pay  as  maj 
be  necessarj  shall  be  granted  by  the  supervisory  officer  to  a disabled 
veteran  in  order  that  the  veteran  may  receive  such  treatment,  all  with- 
out penalty  in  his  efficiency  rating.  The  granting  of  such  leave  is 
contingent  upon  the  veteran’s  giving  prior  notice  of  definite  days  and 
hours  of  absence  required  for  medical  treatment.  The  term  "duly  con- 
stituted medical  authority"  includes  any  properly  licensed  medical 
practitioner  as  well  as  officers  of  Federal  Hospitals.  The  distinguish- 
ing feature  of  tte  veterans'  medical  treatment  leave  is  that  the  grant 
is  obligatory  provided  the  prescribed  conditions  are  met. 
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LEAVE 


2561,  Without  Pay,-  (l)  Chiefs  of  bureaus,  or  authorized 
chiefs  of  field  stations,  may  approve  applications  for  periods 
not  exceeding  30  days  in  any  calendar  year,  and  for  further  non- 
consecutive  periods  of  not  more  than  6 days  not  to  exceed  30 
additional  days  in  the  aggregate.  Where  leave  beyond  such  bureau 
aiiiliorisation  is  applied  for,  or  when  it  is  desired  to  furlough 
or  suspend  an  eiaployee  for  any  length  of  time  because  of  lack  of 
funds,  lack  of  work,  discipline,  or  charge,  the  chief  of  bureau 
will  forward  to  the  director  of  personnel,  a regular  recommenda- 
tion with  respect  thereto,  stating  the  reason  for  the  absence, 
and  such  otiiar  information  as  should  be  considered.  In  the  case 
of  leave  without  pay,  the  leave  application  will  not  accompany 
such  recoffiseetidation.  Annual  and  sick  leave  are  not  earned  while 
an  employee  is  on  leave  without  pay  if  the  duration  of  such  non- 
pay status  in  axiy  calendar  year  aggregates  30  days  or  more. 

When  the  duration  of  such  non-pay  status  is  in  excess  of  30  days 
in  any  calendar  year,  such  excess  shall  affect  the  accrual  of 
arnual  and  sick  lear  only  when  it  aggi*egates  10  days,  and  like- 
wise for  each  aggregate  period  of  10  days  thereafter. 

(2)  Annual  and  sick  leave  shall  not  accrue  during  any 
period  of  suspension  for  disciplinary  reasons. 

(3)  Leave  without  pay  shall  not  be  granted  until  all  allow- 
able accumulated  and  current  accrued  leave  with  pay  is  exhausted, 
except  that  employees  injured  in  line  of  duty  may  take  leave 
without  pay,  if  desired,  covering  their  absence  due  to  such  in- 
joiy  instead  of  covering  such  time  by  ajonual  leave.  (See  sub- 
paregraph  (12)  of  regulation  2511) . 

(4)  Leave  without  pay  should  not  be  taken  until  the  appli- 
caiit  has  been  advised  of  its  approval,  except  in  cases  of  emer- 
gency, Uie  nature  of  which  should  be  stated  clearly  on  the  margin 
of  the  application.  An  employee  who  returns  to  duty  prior  to  the 
expiration  of  granted  leave  without  pay  is  not  entitled  to  pay 
for  any  day  prior  to  that  on  which  he  actually  reports  for  duty. 
Absence  of  ^ployees  in  excess  of  the  legal  allowance  of  leave 
with  pay  must  be  covered  by  an  application  for  leave  of  absence 
without  pay, 

(5)  Leave  without  pay  shall  be  charged  for  the  actual  time 
an  employee  is  absent,  except  that  15  minutes  shall  be  the  mini- 
mum charge,  and  additional  time  shall  be  charged  in  like  mul- 
tiples. Leave  of  absence  without  pay  for  the  full  four  hours 
constituting  a day*s  work  on  Saturday  will  be  charged  as  a full 
day  {whether  7 or  8 hours).  Leave  without  pay  for  fractions  of 

a day  on  Satxirday  will  be  charged  as  follows:  Where  the  employee 

reports  for  duty  after  the  opening  hour  and  remains  until  the 
closing  hour,  time  will  be  charged  and  deductions  made  on  the 
basis  of  a four-hour  day,  each  quarter-hour  being  counted  one- 
sixteenth  of  a day.  Where  the  employee  reports  for  duty  at  the 
opening  hour,  but  leaves  before  the  closing  hour,  he  should  be 
given  no  benefit  of  the  shorter  day,  pay  for  the  portion  of  the 
day  worked  to  be  computed  on  the  basis  of  a regular  working  day. 
That  is,  where  the  employee  is  absent  the  last  hour  he  will  be 
paid  for  three- sevenths  or  three-eighths  of  a day,  as  the  case 
may  be,  and  will  be  charged  and  deductions  made  for  four- 
sevenths  or  five-eighths  of  a day, 

(6)  Compensation  may  be  paid  to  an  employee  for  Sundays  and 
holidays  occurring  between  the  termination  of  a definite  period 
of  leave  of  absence  without  pay  administratively  granted  in  ad- 


DEPARTHEHT  OF  AGRICULTURE 


WASHINGTOH 


August  6,  1938 


AMEHDMEHT  TO  THE  REGULA^(MS 


AuandMot  Kb.  65. 

Thers  appears  on  the  reyerse  side  of  this  sheet  an  amend- 
■ent  to  the  Regolatlons  of  the  Department,  mititled  256I  - 
"LeaTe  Without  Pay"  and  2562  - "Absence  Without  Permission," 
ihieh  is  hereby  promulgated,  effectlre  Immediately. 

Befirimlon  of  regulation  2561  was  made  necessary  by  the 
Presidential  regulations  on  leave  as  contained  in  Executive 
Orders  Wo.  7409  and  Ho.  7410,  of  July  9,  1936,  and  as  continued 
by  Eixeeutlve  Orders  No.  7^5  and  Ho.  7846,  of  March  21,  1938. 

Revision  of  regulation  2562  has  been  made  in  order  to  sub- 
stitute the  Director  of  Personnel  for  the  Secretary  as  the  offi- 
cial to  idun  recommendations  for  leave  without  pay  - because  of 
absence  without  permission  not  satisfactorily  explained  - 
should  be  msde. 

Ko  change  in  the  Table  of  Contents  or  the  Index  Is  made 
necessary  by  this  revision. 

Oc  vju 

Secretary. 


LeaTe 


vance  and  the  actual  return  of  the  employee  'to  duty  at  the  be- 
ginning of  the  duly  day  next  following  the  isxpiration  of  such 
definite  period. 


(7)  Leave  without  p€y  may  be  converted  Into  annual  leave 
where  an  employee  Is  In  a period  of  absence  In  a non-pay  status 
at  the  end  of  a calendar  year,  idio  subsequently  returns  to  duty, 
at  which  time  annual  leave  for  that  part  of  the  leave  without 
pay  occurring  in  the  new  calendar  year  may  be  retroactively 
granted  within  the  limits  of  the  current  annual  leave  to  idilch 
the  raployee  Is  entitled.  Leave  without  pay  under  any  other  cir- 
cumstances shall  not  thereafter  be  converted  Into  sick  or  annual 
leave  subsequently  accumulating. 

(8)  Leave  of  absence  without  pay  to  take  advanced  training 
or  carry  on  graduate  work  in  recognized  educational  institutions 
will  be  granted  whenever  advantageous  to  the  service.  Arrange- 
ments for  such  leave  should  ordinarily  be  made  some  time  In  ad- 
vance.. Applications  must  Indicate  the  name  of  the  institution 
the  employee  desires  to  attend  and  the  course  or  courses  to  be 
pursued,  and  must  bear  the  approval  of  the  chief  of  bureau  con- 
cerned, who  shall  certify  that  the  employee  can  be  spared  for 
Uie  time  required  without  detriment  to  the  public  service. 


(9)  Ordinarily  furlough  or  leave  without  pay  will  not  be 
granted  employees  to  engage  in  private  or  commerciaD.  work.  How- 
ever, the  Secretary  will  consider  applications  for  furlough  or 
leave  without  pay  from  employees  idio  wish  to  engage  in  outside 
undertakings.  Such  applications  must  indicate  cleai»ly  the  actlw- 
i*^  in  idilch  the  enqployee  proposes  to  engage  and  mu‘»t  bear  the 
approval  of  the  chief  of  bureau  concerned,  who  shall  certify 
that  the  employee  can  be  spared  for  the  time  required  without 
detriment  to  the  public  service.  (26) 


2^68^  Absence  Without  Permission.-  An  jeoj^ojee  irtio  absents 
himself  fr^t''du^;;^^thout  prior  permissj.^r'shall  be  required  to 
submit  an  explana^3bn<tohis  imme^latesuperior  at  the  earliest 
practicable  moment,  settlEg;:::^^i£li.j^e‘ reason  for  the  absence  and 
for  the  failure  to  obtai^l^rmls8ion''for-such^^sence  If  the 
explanation  is  nqt-'Satisfactory  the  bureau  shair~r@Fcomm«ad  to 
the  Directqr-of'  Personnel  that  the  employee  be  placed  on  leave 
withosjt-'piay  for  the  period  of  absence  and  such  other  disciplinary 
acti^  as  may  be  deemed  warranted.  (82) 
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ABSENCE  WITHOUT  PERMISSION 


2562,  Absence  Without  Permission*  An  employee  who  absents  himself 
from  duty  without  prior  permission  shall  be  required  to  submit  an 
explanation  to  his  inanediate  superior  at  the  earliest  practicable 
moment,  setting  forth  his  reason  for  the  absence  and  for  the 
failure  to  obtain  permission  for  such  absence.  If  the  explanation 
is  not  satisfactory  the  bureau  shall  recommend  to  the  Director  of 
Personnel  that  the  employee  be  *suspended*  without  pay  for  the 
period  of  absence  and  such  other  disciplinary  action  as  may  be 
deemed  warranted,  (82) 
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DEPARTMENT  OP  AailCULTTJRE 


HASHINOTON 

July  9,  1942 

AMENDMENT  NO.  147  TO  THE  REGUIATIONS  OF  THE  lEPARTWENT 


Attached  are  revisions  of  the  following  Regulations* 

1522*  Appearance,  Feee,  and  Expenses  of  Departaient  En^doyees 
as  fitnesses  in  Judicial  Proceedings 
1525,  Jury  Service 
2562,  Absence  Without  Permission 

These  revisions  are  effective  inmediately. 

Regulation  1580,  attached,  entitled  "Projects  Not  to  be  Named 
After  Living  Persons,"  is  effective  immediately. 

The  following  Regulations  are  hereby  canceled* 

2531,  Witnesses 

2532,  Leave  Allowed  for  Jury  Service 
2561,  Leave  Without  Pay 

Instructions  with  respect  to  leave  for  jury  sejrvice  and  compensation 
during  periods  of  jury  service  will  be  issued  by  the  Director  of 
Personnel  and  the  Director  of  Finance,  respectively. 

Instructions  with  respect  to  leave  without  pay  will  be  issued  by 
the  Director  of  Personnel,  ^ 


Assistant  Secretary 

Table  of  Contents 
Add* 

1580,  Projects  Not  to  Be  Named  After  Living  Persons 
Delete* 

2531,  Witnesses 

2532,  Leave  Allowed  for  Jury  Service 
2561,  Leave  Without  Pay 


Index 

Add* 

Persons,  living,  projects  not  to  be  named  after 1580 

Projects,  not  to  be  named  after  living  persons  - 1580 

Suspension  without  pay  for  absence  without  permission 2562 

Change* 

Absence  without  leave 2562 

To* 

Absence  without  permission  2562 

Delete* 

I Co^l^t  leave,  when  allowed 2531 

Witnesses,  leave  for  employees  serving  as 2531 

Salary,  of  employees  serving  as  jiirors  or  witnesses- 2532 

Jury  service,  leave  idiile  on 2532 

Leave,  for  jury  service 2532 

Leave,  without  pay 2561 
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OF  m^msL 


27H»  Anthorigatloii  for  Ts^aiaferg,  Transfers  in- 
voicing  a change  in  dlvil  serTlce  status  oan  be  aade 
enlj  upon  su-^ority  of  ti^  Gi^  Service  Comissi^. 
Transfers  of  emplogrros  froa  the  ncHiapportioiied  to  tto 
sppcrtiomd  service  require  the  prior  approval  of  the 
Oi^l  Service  C^Badssion  even  if  there  is  no  aiange  in 
civil  service  status.  A transfer  frtm  one  bureau  to 
another  bureau  within  the  Bepartaent  requires  the  con- 
ourrenc#  of  the  chief  of  the  bureau  frca  idiich  transfer 
is  baii^  made. 

2712.  I^tails  of  Baplov^s.  It  is  the  intent  of  the 
governing  Ime  and  the  poliC7  of  the  Apartment  that 
details  shall  be  isade  only  for  reLatlvelj  ^rt  periods 
in  order  to  relieve  situations  vhere  a shortage  of 
perscnsal  or  an  exceptional  voltsae  of  m>rk  is  delaying 
the  public  business,  where  a parti<mlar  unit  or  agen^ 
has  a teiapcraiiy  need  for  the  services  of  personnel  es- 
pecially qiislified  to  do  a particular  job,  or  under 
other  circvastances  wi^re  it  is  administratively  deter- 
mined to  be  in  the  interest  of  the  governoent  so  to  do. 
&ch  details  may  be  made,  as  prescribed  by  the  Director 
of  l^rsonnel,  as  acccamodations  or  on  a reimbursable 
basis,  pursuant  to  Section  601  of  the  Econcay  Act, 
approved  June  30,  1932,  and  other  pertinent  laws. 

Details  of  €D|d.<^ree8  of  the  Department  to  other  Azaeri- 
can  republics,  the  Philippines,  or  Liberia,  are  auth- 
orised to  be  made  by  the  President  by  the  Act  of 
Ifey  3,  1939. 

AH  <^tails  of  aag^cyees  shall  be  aade  in  accordance 
with  Perscsmel  Circular  Ho.  112  and  any  revisions  or 
auppls^nts  thereto  which  may  be  issued  by  the 
Mrector  of  itoscimel. 


WASHINGTON 


AMENDMENT  TC  THE  REGULATIONS 


Amendment  No,  132 


September  11,  1941 


There  appears  on  the  reverse  of  this  page  a revision  of  Department 
Regulation  2712,  the  title  of  ?9hich  has  been  changed  to  "Details  of 
Employees,"  idiich  is  promulgated  effective  immediately. 

Ihe  revised  Regulation  provides  for  details  of  emplcyees  in  accord- 
ance irlth  rules  and  procedures  prescribed  in  Personnel  Circular 
No.  112  and  any  revisions  or  supplements  thereto  ehich  may  be  issued 
by  the  Director  of  Personnel. 

!Rie  following  changes  should  be  made  in  the  Table  of  Contents  and  in 
the  Index: 

Table  of  Ccmtente 

Change  2712  to  "Details  of  Emplcyees" 

Index 

Deletions: 

Detail,  of  personnel 2712 

Personnel,  details 2712 

Additions: 

Details  of  employees 2712 

fiaployees,  details  of  -• — 2712 


On  the  reverse  side  of  tMs  page  appears  a revision  of  Regulation 
2711,  entitled  "Authorisation  for  Transfers,"  irtiich  is  promulgated 
effective  immediately. 

Provisions  in  the  present  Regulation  which  are  now  obsolete  have 
been  onitted  in  the  revised  Regulation* 

No  dianges  In  the  Table  of  Contents  or  in  the  Index  will  be 
necessary. 


Acting  Seeretazy 


AMENDMENT  TO  THE  REGULATIONS 


Amendment  No.  133 


Sept^aber  5,  1941 


Acting  Sceretaiy 


SEPARATIOHS 


2S11.  Removal  or  Reduction*-  So  person  in  the  classified 
civil  service  in  the  Department  shall  be  removed  therefrom  ex- 
cept for  such  cause  as  will  promote  the  efficiency  of  said  serv- 
ice and  for  reasons  given  in  writing  and  the  person  whose  removal 
is  sou^t  shall  have  notice  of  the.  same  and  of  any  charges  pre- 
ferred against  him,  and  be  furnished  with  a copy  thereof,  and 
also  be  allowed  a reasonable  time  for  personally  answering  the 
same  in  writing;  and  affidavits  in  support  thereof;  but  no  exam- 
ination of  witnesses  nor  any  trial  or  hearing  shall  be  required 
except  in  the  discretion  of  the  Secretary;  and  copies  of  charges, 
notice  of  hearing,  answer,  reasons  for  removal,  and  of  the  order 
of  removal  shall  be  made  a part  of  the  records  of  the  office  of 
the  Secretary  as  shall  also  the  reasons  for  reduction  in  rank 
or  compensation;  and  copies  of  the  same  shall  be  furnished  to 
the  person  affected  upon  request,  and  the  Civil  Service  Com- 
mission also  shall,  upon  request,  be  furnished  copies  of  same. 

An  employee  serving  mder  probationary  appointment  may, 
after  full  and  fair  trial,  be  separated  from  the  service  at  any 
time  during  or  at  the  expiration  of  the  probationary  period 
without  further  formality  than  written  notification  setting 
forth  the  reasons  in  full,  if  the  conduct  or  capacity  of  the 
employee  be  not  satisfactory.  A full  statement  of  reasons  for 
the  separation  of  a probationer  shall  be  given  in  the  bureau's 
recommendation,  which  must  be  approved  in  advance  by  the 
Secretary  before  the  effective  date  and  also  during  the  period 
of  probation 

2812.  Reduction  in  Force.-  Removals  or  reductions  due  to 
lack  of  work,  insufficient  funds  or  otherwise  should  be  made  in 
the  following  order:  (1)  temporary  employees;  (2)  employees  who 

fail  to  attain  a classified  status  under  Section  6 of  Civil  Serv- 
ice Rule  II  and  are  retained  in  the  service  in  status  quo;  (3) 
probational  employees  and  (4)  permanent  employees.  Seasonal, 
indefinite  and  emergency  employees  are  considered  only  in  con- 
nection with  other  employees  in  the  same  classification. 

In  making  dismissals  in  the  departmental  service,  separa- 
tion registers  must  first  be  established  based  on  the  employees' 
efficiency  ratings,  veteran's  preference,  length  of  service 
(civil  and  military)  and  official  conduct.  An  employee  entitled 
to  veteran's  preference,  in  order  to  receive  preferential  con- 
sideration, must  have  an  efficiency  rating  of  Good  or  better; 
otherwise  he  will  compete  with  employees  not  entitled  to  prefer- 
ence. 


No  employee  entitled  to  veteran's  preference  shall  be  dis- 
missed or  reduced  in  rank  or  salary  prior  to  an  employee  without 
this  preference  who  is  in  competition  with  him  if  his  separation 
rating  is  equal  to  that  of  the  employee  not  entitled  to  prefer- 
ence. 


If  the  position  held  by  an  employee  entitled  to  veteran's 
preference  is  abolished  and  there  is  no  like  position  to  which  he 
can  be  transferred,  a government  establishment  is  not  required 
to  remove  an  employee  not  entitled  to  preference  merely  for  the 
purpose  of  retaining  the  veteran. 

Dismissals  shall  be  made  in  order,  beginning  with  the  em- 
ployee having  the  lowest  separation  rating  in  each  class  to  be 
reduced,  except  that  an  employee  with  a higher  rating  may  be 
demoted  or  separated  in  preference  to  another  with  a lower  rating 
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WASHINGTON 


July  28,  1938 


AMENDMENT  TO  THE  REGULATIONS 


Amendment  No.  64. 

There  appears  on  the  reverse  side  of  this  sheet  an 
addition  to  the  Regulations  of  the  Department,  designated 
"2812  - Reduction  in  Force,"  which  is  promulgated  effective 
immediately.  The  purpose  of  this  regulation  is  to  provide 
a procedure  to  be  followed  in  selecting  employees  to  be 
separated  from  the  service  when  reduction  in  force,  occa- 
sioned by  lack  of  work,  insufficient  funds  or  otherwise, 
are  contemplated. 

Inasmuch  as  the  title  is  Included  in  the  Index  and 
Table  of  Contents  no  change  in  mame  is  necessary. 


REGULATIONS  OF  THE  U.  S.  DEPART1£ENT  OF  AGRICULTURE 
Separations 


2812  (cont. ) if  the  duties  of  the  position  to  be  retained  cannot  be 
acceptably  performed  by  the  en?>loyee  with  the  higher  rating  after  a 
reasonable  preliminary  training  period. 

No  classified  competitive  employee  shall  be ‘demoted  or  separated  on 
account  of  reduction  in  force  until  prior  approval  for  such  action 
is  received  by  the  Department  frcm  the  Civil  Service  Commission. 

Except  as  noted  in  the  preceding  paragraph  this  procedure  is  equally 
applicable  to  non-civil  service  en^jloyees,  as  well  as  civil  service 
employees. 

Wherever  possible  in  the  field  service,  it  would  be  advisable  to 
have  separation  registers  based  on  veteran's  preference,  efficiency 
ratings,  if  any,  l^gth.of  service  (civil  and  military)  and  official 
conduct.  Separation  registers  for  the  field  service  should  be  pre- 
pared according  to  operating  units. 

The  veteran’s  preference  provisions  of  the  law  must  be  adhered  to 
in  the  field  service  regardless  of  whether  or  not  efficiency  ratings 
are  maintained,  (39) 

2813,  Abandonment  of  Position.  * (Canceled,  See  Personnel  Cir- 
cular No,  113  as  revised.)  + 


Revised  10-16-U6  (Amendment  229) 
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miTED  STATES  DEPARTMENT  OF  AGRICULTURE 
Office  of  tbe  Secretary 
Washington  25,  D,  C. 


January  29,  1S46 


AMENDMENT  NO.  215  TO  OHE  REGULATIONS  OF  THE  DEPARTMENT 


The  attached  revision  of  Regulations  2912-2922  is  effective  im- 
mediately. The  principal  changes  from  the  regulations  as  pre- 
viously in  effect  are  as  follows: 

2912.  Alleged  or  suspected  violations  of  Section  1 of  Civil 
Service  Rule  I or  the  Hatch  Act  (both  of  which  relate  to  politi- 
cal activity)  are  to  be  referred  to  the  Director  of  Personnel, 
Attention  is  called  to  the  responsibility  of  chiefs  of  bureaus 
for  the  utilization  of  strictly  impartial  and  disinterested 
personnel  in  connection  with  investigations  and  for  taicing  cor- 
rective action  if  instances  of  misconduct,  neglect  of  duty,  or 
irregularities  occur. 

2913.  Provision  is  made  for  submission  to  the  Solicitor  of  the 
bureaus*  recoaaaMndations  as  to  criminal  prosecution  in  cases  in- 
volving fiscal  irregularities  or  violation  of  Federal  statutes, 

A change  is  made  with  respect  to  the  routing  of  reports  and  the 
regulation  has  been  rearranged. 

2914,  This  regulation  now  contains  material  previously  included 
in  Regulation  2913.  Ihe  Director  of  Finance  is  authorized  to 
sign  letters  reporting  fiseail  irregularities  to  the  General 
Accounting  Office, 

2915,  This  was  formerly  Regulation  2914.  Restrictions  on  the 
distribution  and  circulation  of  investigative  reports  have  been 
increased  in  some  respects.  The  identity  of  infomsaits  must  not 
be  disclosed.  Reports  of  investigations  must  not  be  made  avail- 
able to  the  subject  of  the  investigation, 

2921  and  2922.  These  regiilations  are  canceled.  The  material 
previously  included  in  them  has  been  incorporated  in  Personnel 
Circular  No.  113,  as  revised. 
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REGULATIONS  OF  THE  U.  S.  DEPARTMENT  CF  AiGEICULTURE 


Investigations 

2911.  Periodical  Investigation  of  Field  Otffices  and  Stations, 

The  Division  of  Investigations,  Office  of  Personnel,  is  authorized 
to  make  i>eriodical  investigations  of  field  offices  and  stations  of 
the  Department.  All  employees  will  cooperate  with  the  investi- 
gators to  the  extent  of  giving  such  information  as  may  be 
requested,  of  permitting  free  access  to  books,  records,  and  other 
documents,  and  of  refraining  from  making  any  attempt  to  interfere 
with  an  investigation* 

2912.  Misconduct,  Neglect  of  Duty,  or  Irregularities. 

1,  * Each  bureau  chief  shall  issue  such  instructions  as  will  in- 

sure that  cases  of  alleged  misconduct,  neglect  of  duty,  or  irregu- 
larities on  the  part  of  employees  will  be  reported  to  him  and 
either  (l)  promptly  and  adequately  investigated  by  the  bureau  or 
(2)  submitted  without  delay  to  the  Director  of  Personnel,  acccaa- 
panied  by  all  correspondence  and  documents  pertaining  thereto, 
with  a request  that  an  investigation  be  conducted  by  the  Division 
of  Investigations,  Office  of  Personnel.  However,  cases  of  alleged 
or  suspected  Improper  political  activity  in  possible  violation  of 
the  provisions  of  Civil  Service  Rule  I,  Section  I,  or  the  Hatch 
Political  Activities  Act  shall,  before  any  investigation  is  under- 
taken, be  referred  to  the  Director  of  Personnel,  who  will  deter- 
mine by  what  agency  the  investigation  is  to  be  made.  * 

2»  * Sinployees  assigned  to  make  investigations  shall  be  suffi- 

ciently removed  from  the  specific  program,  activity,  organization, 
or  individual  under  investigation  to  assure  independence  and  ob- 
jectivity in  obtaining  the  facts  upon  which  administrative  con- 
clusions will  be  based.  * 

3.  * Chiefs  of  bureaus  are  responsible,  in  the  event  that  instances 

of  misconduct,  neglect  of  duty,  or  Irregularities  on  the  part  of 
employees  occur,  for  seeing  that  corrective  measures  are  taken 
promptly  with  respect  to  any  supervisory,  organizational,  audit- 
ing, accounting,  or  other  administrative  factors  which  may  have  con- 
tributed to  the  occurrence.  * 

2913.  ♦ Reports  of  Investigations.  The  following  procedure  shall 
be  observed  upon  completion  of  an  investigation:  * 

1.  * Investigations  Conducted  by  Bureaus. 

a.  In  every  case  where  investigation  by  a bureau  resxilts  in  es- 
tablishing that  misconduct,  neglect  of  duty,  or  irregularities  on 
the  part  of  an  employee  have  occurred,  appropriate  disciplinary 
action  shall  be  taken  immediately  by  the  bureau  if  the  case  is  one 
■wdiich  can  properly  be  disposed  of  under  delegated  authority;  if 
not,  a copy  of  the  investigative  report  shall  be  forwarded  prompt- 
ly to  the  Director  of  Personnel  with  a recomnendation  for  whatever 
disciplinary  action  is  believed  to  be  warranted  by  the  facts. 


Revised  1-29-46  (Amendment  215) 
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Investigations 


2913  (conU) 

b.  In  all  cases  involving  fiscal  irregularities,  a copy  of 
the  investigative  report  shall  be.  submitted  proi^tly  to  the 
Director  of  Personnel  with  a recommendation  as  to  disciplinary 
action.  In  such  cases,  the  bureau,  within  30  days  following 
coB^letion  of  the  investigation,  shall  also  (1)  suteoit  tc  the 
Solicitor  four  copies  of  the  report,  with  a recoEsmendation  as 
to  whether  criminal  action  should  be  tek^,  ^d  (2)  submiit  to 
the  Director  of  Fixmnce  one  copy  of  the  report,  accon^panied 

by  a statement  in  triplicate  eortaining  specific  information 
as  to  the  fiscal  liability  to  the  Dhited  States  of  each  in- 
dividual or  concern  involved  in  the  report.  The  stateaasnt 
shall  show  what  action  the  bureau  has  taken  or  intends  to 
take  to  effect  recoveries  and  prevent  the  occurrence  of  ir- 
regularities In  the  future.  Space  shall  be  left  on  the  last 
page  of  the  statenent  for  the  approval  of  the  Director  of 
Finance. 

c.  If  the  report  indicates  that  a Federal  statute  may  have 
been  violated  but  fiscal  irregularities  are  not  involved, 
three  copies  of  the  report  (in  additicm  to  the  copy  sent  to 
the  Director  of  Personnel}  shall  be  fomarded  directly  to 
the  Solicitor,  together  with  the  recoBBoendation  of  the  bureau 
as  to  criminal  proseeutlooL.  Copies  of  such  reports  neec  not 
be  sent  to  the  Director  of  Finance.  ♦ 

2,  ♦ Investigations  Conducted  by  the  Pi  vi si  cm.  of  Investi- 

gations , Office  of  Personnel. 

a.  If  the  investi^tlon  was  conducted  by  the  Division  of 
Investi^tions  of  the  Office  of  Personnel,  a copy  of  the 
investigative  report  shall  be  forwarded  to  the  chief  of  the 
bureau  concerned  for  consideration.  .Appropriate  discipli- 
nary action  shall  be  ta]ran  prcaptly  by  the  bureau  if  the  case 
is  one  idLich  can  be  disposed  of  under  delegated  authority;  if 
not,  the  bureau  shall,  prooptly  upon  receipt  of  the  report, 
sub^t  to  the  IHrector  of  Personnel  a recoaa&endatioai  for  idiat- 
ever  disciplinary  action  is  believed  to  be  wamsnted  by  the 
facts. 

b.  If  fis<»Ll  irregularities  are  involved,  the  Director  of 
Personi^l  shall  in  addition  forward  one  copy  of  the  report 
to  the  Director  of  Finance  and  four  copies  to  the  Solicitor. 
The  bursau  shall,  within  30  days,  (1)  aibmlt  to  Ihe  Solicitor 
a recGomendation  as  to  whether  criminal  actim  should  be 
taken  and  (2)  submit  to  the  Director  of  Finance  a statement 
in  triplicate  containing  ^ecific  information  as  to  the  fis- 
cal liability  to  the  IMited  States  of  each  individiaal  or  con- 
cern involved  in  the  report  and  the  action  which  the  bureau 
has  tcdoen  or  intends  to  take  to  effect  recoveries  and  prevent 
the  occurrence  of  irregularities  in  the  future.  Space  shall 
be  left  on  the  last  page  of  the  statement  for  the  approval  of 
the  Director  of  Finance. 
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2913.  (cont,  2) 

c.  If  the  report  indicates  that  a Federal  statute  may  have  been 
violated  but  fiscal  irregu3.arities  are  not  involved,  the  Office 
of  Personnel  shall,  in  addition  to  the  copy  sent  to  the  chief  of 
the  bureau,  forward  three  copies  of  the  report  to  the  Solicitor. 

Copies  of  such  reports  need  not  be  sent  to  the  Director  of  Finance. 

The  bureau  shall  submit  to  the  Solicitor  within  30  days  any  recom- 
mendation  that  it  may  wish  to  make  as  to  criminal  prosecution. 

2914.  ^ Responsibilities  of  Director  of  Finance  and  Solicitor. 

1,  ^ In  cases  involving  fiscal  irregularities,  the  Director  of 
Finance,  on  the  basis  of  the  report  and  the  statement  of  the  bureau 
referred  to  in  Regulation  2913  and  after  cohvsultation  with  the  bu- 
reau where  necessary,  shall  (1)  review  the  measures  adopted  to  pre- 
vent similar  irregularities  in  the  future,  {2)  make  a determination 
as  to  the  fiscal  liability  of  each,  individual  or  concern,  involved, 
such  determination,  if  found  by  the  Solicitor  to  be  legally  suffi- 
cient, to  be  considered  as  the  conclusion  of  the  Department,  and 
(3)  determine  the  propriety  of  reporting  the  case  to  the  General 
Accounting  Office  in  accordance  with  General  Accounting  Office  General 
Regulations  Ito,  50,  as  supplemented.  * 

2,  * Tne  determination  of  the  Director  of  Finance  and  the  origi.nal 
and  one  copy  of  the  statement  of  the  bureau  referred  to  in  Regula- 
tion 2913  shall  be  transmitted  to  the  Solicitor,  whose  duty  it  shall 
be  tos  (1)  undertake,  subject  to  section  236,  Revised  Statutes,  as 
amended  by  section  305  of  the  Act  of  June  10,  1921  {42  Stat.  24), 
collection  of  an^*’  sums  due  the  Government;  (2)  refer  to  the  Attorney 
General,  or  otherwise  dispose  of  under  applicable  instructions  of 
the  Attorney  General,  any  apparent  violation  of  a criminal  statute; 

.and  (3)  after  legal  review  and  when  determined  by  the  Director  of 
Finance  that  such  action  is  appropriate,  initiate  a letter  report- 
ing the  case  to  the  General  Accounting  Office,  Such  letters  to 

the  General  Accounting  Office  shall  be  prepared  for  the  signature 
of  the  Director  of  Finance  and  shall  be  initialed  in  the  bureau  and 
the  Office  of  Personnel. 

2915.  * Restrictions  on  Distribution  and  Use  of  Reports.  It  is 
the  policy  of  the  Department  that  all  investigative  reports  shall 
be  considered  as  confidential  and  privileged  documents  intended 
for  internal  use  only  and  that  the  identity  of  informants  mentioned 
therein  must  be  protected.  The  following  restrictions  on  the  dis- 
tribution and  use  of  investigative  reports  are  therefore  prescribed:  * 

1.  * Except  as  provided  in  Regulation  2914,  no  investigative  re- 

port or  its  supporting  documents  and  no  copy  of  such  report  or 
documents  or  of  any  part  thereof  shall  be  given  to  any  person,  com- 
mittee, or  agency  outside  the  Department  except  with  the  written 
approval  of  the  Secretary,  ^ 
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2915.  (cont«) 

3*  * Thfe  contcaits  of  in-^stigatiT©  imports  may  b©  diseussed  with 

or  md©  aTailabl©  for  ©araminatios  by  properly  identified  repre- 
e«at£tiT®e  of  other  Govensmeat  agencies  upon  asstimic®  that  the  in- 
formation is  desired  for  official  pm*pos®s  only  and  will  be  treated 
in  eonfidencea^  ^ 

3*  ^ Eopozts  of  iny®stigatios2S  condu«t@d  by  the  Di'^isioa  of  In- 

vestigations 9 Office  of  Personnel^  -v^ioh.  are  furnished  to  chiefs 
of  bureaust  for  consideration  end  reooissendation  a.®  provided  by 
Segnlatlon  2913j  shall  not  be  circulated  within  ^e  bureau  except 
to  such  administrative  officials  as  ur®  required  to  initiate  action 
based  on  iaforssation  in  the  reports ^ and  copies  of  such  reports 
shall  not  b©  madee  Such  reports  or  collateral  papers,  or  copies 
thereof,  shall  not  in  ajy  ©as©  be  sent  to  field  officlal.s  without 
th®  prior  written  approval  of  the  Director  of  Personnel  <>  If  addi- 
tional infomation  in  eoamection  with  report  is  desired  fro® 
field  official®,  they  ssey.  If  necessary,  b©  informed  in  writing 
or  orally  of  the  nature  ©f  th©  information  contained  in  th©  re- 
port, but  th©  identity  of  informant®  Mist  not  be  disclosed  to 
field  officials*  ^ 

^ The  identity  of  inf oraant®  sientioaed  in  any  investigative 
report  shall  not  b©  disclosed  by  administratiT©  officials  to  ifeoM 
th®  reports  ar®  sent  fm®  review  and  considamtios.,  and  such  of- 
ficials shall  exercise  ©very  precaution  t©  prevent  emharrasOTmt 
to  any  person  by  reascsa  hi®  havf.ng,  furnished  infOTmetion  in  con- 
motUm.  with  an  invest Igati on* 

5®  Hider  n©  circumstancee  shall  an  Investigative  report  b@ 
aad©  available  to  the  subject  of  tb©  investigation®  * 

3921 9 Procedure  in  Disoiplinazy  ActibMc-  (Canceled*  S@@ 
Personnel  Circular  lloT*’Tl37°asriv^ 

3922,  SuspenBloa  from  Duty  Fbj  Pending  ]&iveatigatioa* 

COa2a0@l©dt,  So©  l^rsoanel  Circular  Mo7*’Us7 
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29ZU  in  DLao»8-i— Actiona>  Baefe  ease  Involving  ais- 

coadaet^  mglaet  of  doty,  or  fiscal  Irregdjoltles  vill  be  subidtted 
to  the  ntreetor  of  BnaoBBotl,  except  as  otheralse  provided  In  Sec- 
Tvtarj*a  meamaodoa.  Vo.  Bevised,  elth  a i«coasendati<m  for 
appretriate  dlscipUnaiy  aetlGB. 

If  It  le  detenined  bgr  the  Itireetor  of  Fersoonel  that  disciplinary 
aetioB  eear  be  Halted  to  a bureau  letter  of  reprimand^  a copy  of 
such  ]» tter  be  furaeuided  to  the  Sireetor  of  Personnel  for  ixi- 

in  the  employee* e service  zecord  In  t2ie  Office  of  Personnel. 

If  the  facts  in  the  case  vagrant  the  prefement  of  charges  or  dls- 
ci|klinary  action  other  ti«ni  a bureau  letter  of  reprimand,  the 
necessary  p^ieirs  will  be  prepared  and  issued  by  the  Director  of  Per- 
arawMil  transmitted  to  the  aaplcqree  in  question  thzou^  the  chief 
of  boreau  eoneemed.  Vaen  adiarges  have  bran  preferred  against  an 
eB^djogree  and  an  ansvrer  has  been  received,  and  In  cases  uhere  the  em- 
pLcjfee  to  submit  an  as»«er  irlthitt  the  time  limit  stipulated 

in  the  letter  of  charges,  the  entire  file  sill  be  submitted  to  the 
chief  of  bureau  conceroBd  vho  sill  reviee  it  and  make  an  appropriate 
iurn— mrfilicp  to  the  Director  of  PBrsranel. 

HMssever  disci plinaxy  actinn,  other  than  removal  fjrcm  the  service  or 
irrefdTiriiFi  of  refri.gpattoi^  is  taken,  a record  of  such  action  shall 
be  amds  in  the  bnrean  euMcerued  for  ccnsidnatioQ  In  ccxinectlon  vlth 
possihLs  sebseqient  dtsetsdinary  action  for  fbrther  mlseondnet* 

2922.  SttsoeQaiflP  Rnom  Petr  Hthont  Par*  Jhndlng  investigation  of 
charges  agtf.nst  an  eg^logrea  or  the  eonraamation  of  proceedings  for 
rwneiil.,  an  aaployee  m^y  be  suspended  Arom  duty  vithout  pay  for  a 
period  not  to  eacceed  nlns^  days.  Recommendation  to  suspend  an  em- 
pLiyee  afecmid  reach  the  liraetar  of  Personnel  for  conslderatira 
prior  to  t2ae  effective  date  of  the  action.  Ihe  recoiiaendation  must 
contain  rsasons  sufficient  to  jastlty  the  su^sension.  An  extension 
of  aaupensLon  beyond  nln^^  (teys  requires  the  prior  consent  of  the 
Civil  Service  ConnlssloBu 

MaOwrity  to  suspend  an  ea^lcyee  pending  investigation  of  charges 
or  the  eanssBDBation  of  pracaedings  for  removal,  or  as  a dl  sciplixiaiy 
penalty,  rests  exclusively  with  the  Secrctaiy,  acting  through  the 
Dtrector  of  Personnel,  except  as  delegated  in  Secretary’s  Memorandum 
■o*  6G3,  Bevised.  lB.th  this  exception,  srapenslon  from  duty  without 
pay  Bsst  not  be  iiqposed  upon  an  employee  without  prior  approval  of 
the  OLrector  of  ParsoGBosl. 
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AMENTMENT  TP  THE  REGULATICTO 


Amenchnent  No,  135  September  16,  1941 

On  the  reverse  aide  of  this  page  appear  revisions  of  I^pai*tment 
Regulations  2921,  entitled  **Procedore  in  Disciplinar7  Actions, *• 
and  2922,  entitled  **Suspension  Prom  Duty  Without  Pay,**  udiich  super- 
sede Amendment  No.  81,  and  are  promulgated  effective  immediately. 

The  revised  Regulations  reflect  the  content  of  a mmnorandum  from 
the  Secretary  to  the  Director  of  Personnel,  dated  September  2, 

1939,  delegating  authority  to  the  Director  of  Personnel  irith  re- 
spect to  certain  disciplinary  actions.  Minor  changes  have  been 
made  in  the  wording  and  arrangement  of  the  Regulations. 

The  following  changes  in  the  Table  of  Contents  and  in  the  Index 
should  be  made; 

Table  of  Contents 

Changes I 

2921  tr<m  "Procedure* 

to  "fl*ocedure  in  Disciplinary  Actions** 

2922  from  "Suspension  Pton  Duty  Wthout  Pay  During 

Investigation  and  for  Other  Reasons" 

to  "Suspension  Ptom  Duty  Without  Pay" 

Index 

Deletions: 

Secretary,  reporting  of  cases  involving  misconduct, 
neglect  of  duly,  or  fiscal  irregularities  — ^ 2921 

Additions: 

Director  of  Personnel,  reporting  of  cases  involving 
misconduct,  neglect  of  duty,  or  fiscal 


irregularities 2921 

Personnel,  Director  of,  reporting  of  cases  involving 
misconduct,  neglect  of  duty,  or  fiscal  irregu- 
larities   2921 
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REGULATIONS  OF  THE  U.  S.  DEPARTLENT  OF  AGRICULTURE 


Accoxmts 


3111 . Contacts  with  Comptroller  General  and  Gent»ral -Accoxmting  Office. 

To  maintain  unifonn.  policy  and  complete  records,  all  coEmuni  cat  ions 
addressed  to  the  Comptroller  General  shall  be  prepared  for  signature 
by  the  Secretary  and  shall  be  approved  by  the  Solicitor  and  the 
Director  of  Finance  before  being  submitted  to  the  Secretary  for  signa- 
ture, * except  that  (l)  procurement,  sales,  and  lease  contracting 
officers  may  submit  directly  to  the  Comptroller  General  req.uests  for 
decision  where  the  only  q.uestions  involved  are  those  concerning  mis- 
takes in  bids,  and  (2)  authorized  certifying  officers  may  apply  di- 
rectly for  and  obtain  a decision  by  the  Comptroller  General  on  any  ques- 
tion of  law  involved  in  a payment  of  any  voucher  presented  to  them  for 
certification,  Ho^^ver,  the  Director  of  Finance  may  require  a report 
on  or  a copy  of  the  communications  between  contracting  and  certifying 
officers  and  the  Comptroller  General.  (31  U,  S,  C,  82d)  (16  Comp,  Gen. 

565)  * 

Coranuni cations  on  routine  matters  addressed  to  chiefs  of  divisions  of 
the  General  Accounting  Office,  including  replies  to  their  requests  for 
routine  information  relative  to  claims,  should  be  signed  by  the  appro- 
priate bureau  official  and  sent  direct.  Administrative  reports  on 
claims  and  related  commimi cations  shall  be  prepared  on  Office  of  Budget 
and  Finance  stationery  for  signature  by  the  Director  of  Finance,  except 
that  such  administrative  reports  and  communications  on  the  follov;ing 
classes  of  claims  may  be  signed  by  a bureau  official  occupying  or  acting 
in  a position  which  has  been  designated  for  this  purpose  by  the  Secre- 
tary and  sent  directly,  to  the  General  Accounting  Office  without  clearing 
through  the  Office  of  Budget  and  Finance;  (a)  claims  involving  lunde- 
livered,  lost,  or  canceled  checks,  or  checks  drawn  to  deceased  persons 
or  to  wrong  persons,  or  drawn  in  wrong  amounts;  (b)  claims  based  on 
duplicate  invoices  or  vouchers;  (c)  claims  for  anoxmts  due  deceased  or 
legally  incompetent  employees  and  individual  contractors  or  other  public 
creditors  who  are  deceased  or  legally  incompetent;  (d)  claims  of  bank- 
rupt creditors;  (e)  claims  involving  vouchers  which  the  General  Account- 
ing Office  has  requested  for  set-off  purposes;  (f)  claims  for  amounts 
deposited  into  the  Miscellaneous  Receipts  account  and  payable  from 
*Tlefund  of  Moneys  Erroneously  Received  and  Covered”;  (g)  claims  for  in- 
demnity payments  for  diseased  animals  destroyed;  (h)  claims  involving 
lapsed  appropriations,  ^ 

Officials  of  the  Department  may  confer  with  * individuals  * in  the 
General  Accounting  Office  regarding  pxjrely  routine  matters,  but  those 
desiring  to  consult  with  members  of  the  staff  of  the  Coiiq)tx'‘oller 
General  (such  as  the  Attorney  Conferees,  the  General  Counsel  and  his 
assistants,  ^ the  Director  of  Corporation  Audits  and  his  assistants, 
and  the  Chief  of  Investigations)  or  with  chiefs  of  divisions  of  the 
General  Accounting  Office  on  policy  or  other  matters  of  major  import- 
ance shall  first  confer  with  the  Solicitor  or  the  Director  of  Finance, 
or  both,  depending  on  the  nature  of  the  matter  involved,  (31  U,  S,  C.  54)  ^ 

3112,  Settlec^nt  of  Accounts,  Except  as  otherv/ise  provided  by  lav;, 
every  employee  of  the  Department  who  receives  public  money  which  he  is 
not*  authorized  to  retain  as  salary,  pay,  or  emolument,  shall  render  his 
accounts  monthly.  Such  accounts,  with  the  vouchers  necessary  to  the 
correct  and  prcaapt  settlement  thereof,  shall  be  sent  to  the  Washington 
office  of  the  bureau  within  ten  days  following  the  close  of  the  month 
to  whidi  they  pertain  for  examination  after  which  they  will  be  forwarded 
to  the  General  Accounting  Office  for  final  settlement. 


Revised  3-4-47  (Amendment  235) 


RBOCIA'nQNS  OF  THE  U.  S«  DEPiffiTUSNT  OF  AGBICOLTURE 
Aocounts 


3112.  (cont.  1) 

The  General  Accounting  Office  except  when  otherwise  specifically  pro- 
Tided  hy  law  has  jurisdiction  and  authority,  subject  to  appeal  to  the 
Congress,  to  deteimine  the  availability  of  appropriations  for  the  s\q>« 
port  of  the  activities  of  the  Govemn^nt  and  to  interpret  laws  relating 
to  the  execution  thereof.  (1640,  1647} 

3113.  Examination  and  Certifioatl^  of  Accounts^  A careful  exanlnation 
shall  be  made  in  each  bureau  of  aH  vouchers,  pay  rolls,  and  accounts 
prior  to  their  certification  for  pajnnent,  which  exaialnation  shall  be 
assigned  to  auditors  faMllar  with  the  laws  aiMi  regulations,  and  the  de- 
cisions of  the  Cooiptroller  General,  governing  the  obligation  and  disburse- 
ment of  Government  funds,  and  the  collection  of  fees,  disallowances,  aM 
other  items  due  the  United  States. 

Chiefs  of  bureaus  are  responsible  for  the  esteblishnent  of  ade(imate  pro- 
cedures to  safeguard  against  illegal  or  erroneous  certifications  and 
payments,  and  for  the  execution  of  such  measures  as  may  be  necessary  to 
effect  recovery  of  amqantB  illegally  or  erroneously  paid.  Chiefs  of 

(continued  on  next  page) 


Revised  3-4-43  (Amendment  141) 


REQDIJLTIONS  OF  THE  U.  S,  BSPARTMENT  OF  AGRICULTURE 


Accounts 

3115  (cont*)  bureaus  are  also  responsible  for  the  selection  of  competent 
approving  officers,  &rvi  for  the  nomination  of  certifying  officers  ehom 
ths  Secretary  of  Agriculture  may  designate  in  writing  to  the  Treasury  De- 
partment, such  certifying  officers  to  be  chosen  with  due  regard  to  the 
responsibilities  placed  upon  then  by  law*  (Public  Law  389,  77th  Con- 
gress, 1st  Session,  fixing  responsibilities  of  certifying  officers*) 

A certifying  officer  "shall  • * • be  held  accountable  for  and  required 
to  make  good  to  the  Ifeited  States  the  amount  of  any  illegal.  Improper 
or  incorrect  payment  resulting  from  any  false,  inaccurate,  or  mislead- 
ing certificate  made  by  him,  as  well  as  for  any  payment  prohibited  by 
law  or  which  did  not  represent  a legal  obligation  under  the  appro- 
priation or  fund  involved:  Provided»  That  the  Comptroller  Gmeral 

may,  in  his  discretion,  relieve  such  certifying  officer  or  employee 
of  liability  for  any  payment  otherwise  proper  idie never  he  finds 

(1)  that  the  certification  was  based  on  official  records  and  that  such 
certifying  officer  or  employee  did  not  know,  and  by  reasonable  dili- 
gence and  inquiry  could  not  have  ascertained,  the  actual  facts,  or 

(2)  that  the  obligation  was  incurred  in  good  faith,  that  the  payment 
was  not  caatraiy  to  any  statutory  provision  specifically  prohibiting 
payments  of  the  character  involved,  and  that  the  United  States  has 
received  value  for  such  payment!  Provided,  further.  That  the  Conq?- 
troller  General  shall  relieve  such  certifying  officer  or  employee  of 
liability  for  an  overpayment  for  transportation  services  made  to  any 
common  carrier  covered  by  title  III,  part  II,  section  322,  of  the 
Transportation  Act  of  1940,  approved  September  18,  1940,  whenever  he 
finds  that  the  overpayment  occurred  solely  because  the  actainistrative 
examination  made  prior  to  payment  of  the  transportation  bill  OxU  not 
include  a verification  of  transportation  rates,  freight  classifications, 
or  land-grant  deductions.  * • • and  they  shall  have  the  right  to 
apply  for  and  obtain  a decision  by  the  Comptroller  General  on  any 
question  of  law  involved  in  a payment  on  any  vouchers  presented  to 
them  for  certification*"  (Public  Law  389,  77th  Congress,  1st  Sessim, 
fixing  responsibilities  of  certifying  officers*) 

In  view  of  the  foregoing,  no  adninistrative  action  should  be  taken  to 
interfere  with  the  right  of  the  certifying  officer  to  obtain  a decision 
from  the  Comptroller  General  on  a question  of  law  involved  in  a voucher 
presented  to  him  for  certification. 

e Public  I«w  389,  77th  Congress,  as  amanded,  while  fixing  the  resp<»- 
sibilities  of  certifying  officers,  does  not  preclude  administrative 
action  in  behalf  of  certifying  officers  against  those  upon  idiom 
certifying  officers  must  depend  for  the  accuracy  of  payments*  Dpwi 
ths  discovery  of  an  erroneous  payment,  the  certifying  officer,  after 
every  practicable  effort  has  been  made  to  recover,  will  advise  the 
chief  of  bureau,  or  his  designee,  of  such  condition.  The  chief  of 
bureau,  or  his  designee,  shall  examine  the  facts  presented  and,  if 
possible,  fix  the  responsibility  for  the  erroneous  payment  and  take 
necessary  measures  to  recover  the  amount  ffom  the  responsible 
employee  or  employees*  If,  under  the  conditions  surrounding  the  trans- 
action, it  is  determined  that  responsibility  for  the  erroneous  pay- 
ment should  not  bo  placed  on  any  ei^loyee  or  employees,  including 
the  certifying  officer,  then  measures  should  be  taken  to  seek  relief 
for  the  certifying  officer  under  existing  law  if  such  action  appears 
to  be  warranted*  * 
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5115  (cont*  2)  Ubder  no  circumstances  shall  the  administrative  exami- 
nation of  disbiirsing  officers*  accounts  current,  as  required  b7  the  pro- 
visions of  ths  Act  of  July  31,  1894,  as  amended,  be  made  by  the  official 
certifying  and  approving  vouchers  and  payrolls  for  payment* 

Ihere  shall  be  fbmlshed  to  the  Office  of  Budget  and  Finance  such  in- 
formation in  the  form  of  accounts  current,  disbursement  and  collection 
documents  supporting  such  accounts  current,  and  financial  statements, 
as  may  be  required  for  the  maintenance  of  the  central  appropriation 
accounts  in  that  Office,  and  for  the  administrative  examination  of  dis- 
bursing officers*  accounts  current*  (1648,  1649,  1650,  1889) 

5114*  Adjustment  of  Differences*  Bnployees  making  administrative 
examination  of  accounts  of  employees  vrho  are  both  debtor  and  creditor 
of  ths  l^ted  States  in  any  form,  are  required  by  lair  to  set  off  the 
one  indebtedness  against  the  other  and  to  allow  and  certify  for  payment 
only  the  balance  found  due  on  one  side  or  the  other*  (1531,  1642,  1646, 
1652)  (See  also  Regulation  5213.) 

3115.  Accounting  Procedure*  The  Comptroller  General  has  authority  to 
prescribe  the  forms,  systems,  and  procedure  for  administrative  appro- 
priation and  fund  accounting  and  for  the  administrative  examination  of 
fiscal  officers*  accounts  and  claims  against  the  United  States*  ^o 
changes  may  be  made  in  the  accounting  system  of  any  bureau  until  such 
changes  are  submitted  to  and  approved  by  the  Director  of  Finance  and 
the  Comptroller  General*  (1645) 


Accounts 


3116.  Irrsgal.aritles  in  Accounts.  Under  the  provisions  of  section  236 
of  the  Revised  Statutes,  as  amended,  an7  irregularity,  falsificaticm, 
or  discrepancy  involving  accountability  to,  or  a claim  on  behalf  of,  the 
Ihiited  States  must  be  reported  prcaaptly  and  fully  to  the  General  Account- 
ing Office.  Any  employee  who  has  reason  to  believe  that  any  such  irreg- 
ularity, falsification,  discrepancy,  or  claim  eadLsts  will  report  it 
either  directly,  or  through  the  chief  of  bureau  to  the  Secretary  for 
appropriate  action.  (1644)  (See  Regulation  2912) 
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UNITED  STATES  IKPARTMENT  OF  AOKLCULTIRE 
Office  of  the  Secretary 
lashington  Z5,  D.  C« 


July  26,  1945 


AMENQISIT  NO.  209  TO  THE  REGULATIONS  OF  THE  DEPARTMENT 


The  attached  revision  of  Regulation  5117  reflects  the  current  pro- 
TisioQS  of  General  Regulations  No.  51  and  supplements  thereto, 
issued  by  the  CofflptroUer  General.  The  regulations  permit  less 
formal  contracts  and  agreeiosnte  involving  an  amount  of  less  than 
$2,000  and  a single  payment  (instead  of  $1,000  as  presently  shom) 
to  accompany  the  payment  or  collection  document  to  the  General 
Accounting  Office  instead  of  forwarding  such  contracts  to  the 
Gwieral  Accounting  Office  at  the  time  of  execution. 

The  regulation  is  also  being  amended  to  make  it  clear  that  the 
requirements  for  filing  contracts  in  the  General  Accounting  Office 
are  applicable  to  contracts  involving  amounts  to  be  received 
by  the  United  States  as  well  as  to  contracts  involving  amounts  to 
be  paid  out.  The  requirements  for  the  nuo±>ering  of  contracts  as 
prescribed  in  General  Regulations  No.  51  are  also  incorporated 
in  the  regulation  which  previously  did  not  include  this  information. 


Secretary 


REaUIATIONS  OF  THE  U.  S.  DSPARTMBNT  OF  AORICUL'nmB 


Accounts 

S117o  Nuoibering  and  Filing  of  Contracts* 

1.  « All  contracts  raquiring  th®  advance  money,  or  in  any  manner  con« 
nected  with  the  settlesMnt  of  public  accounts,  unless  otherwis®  provided 
by  law,  shall  b©  deposited  in  the  General  Accounting  Office.  ♦ 

2*  * following  types  of  contracts  requiring  anioimts  to  be  paid  out 
or  to  be  received  by  the  Ihiited  States  shall  be  nuabered  in  accordance 
with  the  nnifona  system  proscribed  by  the  Comptroller  General  and  for- 
warded to  tto  General  Accounting  Office,  as  directed  by  th©  Chief  of 
Borttu,  within  thirty  days  from  date  of  executions 

(a)  Formal  contracts,  regardless  of  amount; 

(b)  Less  formal  contracts  or  agreements,  th©  estimated 
valae  of  lAiich  is  |2,000  or  aorej 

(e)  Less  ferstal  contracts  or  agreements,  involving  more 

than  one  payment  or  cellectdoa,  regardless  of  amount*  *• 

5*  * Less  formal  contracts  or  agreements  involving  a single  payment  or 
collection,  the  estimated  value  of  idiich  is  less  than  ^,000,  may  be  foiv 
varded  to  the  General  Accounting  Office  in  the  following  mazuier,  without 
being  numbered  in  accordance  with  tbs  unifons  systems 

(a)  If  the  contract  requires  a payment  by  the  United  States, 
the  contract  may  be  attached  to  the  voucher  on  ^ich 
payment  is  made  and  aecosqpany  such  voucher  to  the  General 
Accounting  Office. 

(b)  If  the  contract  requires  a collection  by  the  IMted 
States,  the  contract  may  be  attached  to  the  copy  of  the 
applicable  scdiedule  of  collections  (Standard  Fom  1044) 

Tdxlch  is  forwarded  directly  to  the  General  Accounting 
Office.  * 

4.  * All  contracts  or  agreements  involving  the  expenditure  or  receipt  of 
public  funds,  (except  public  utility  contracts)  which  are  required  to  be 
forwarded  to  the  Gmerel  Accounting  Office,  shkll  be  supported  by  a 
properly  executed  Statement  and  Certificate  of  Award  (Standard  Form  1036) . 
(See  also  Regulation  3315)  • ♦ (1888) 

3118 • Classlfieation  of  Departmental  Expenditures*  The  classification 
of  expenditures  prescribed  by  the  Comptroller  General  of  tbs  ^Itad  States 
in  General  Accounting  Office  Bulletin  No.  1,  dated  Nay  11,  1322,  as  amended, 
will  be  maintained  exclusively  by  ledger  record  in  the  bureaus  and  offices 
of  the  Bepartmsnte  This  classification  should  be  so  kept  as  to  permit 
proo^  response  to  such  calls  as  may  be  made  for  special  statements  and 
summaries  and  the  proper  ^p^paration  of  the  annual  estimates  of  appropria- 
tions® 
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3119.  Preservation^ of  Accounts  and  Records 
In  addition  to  such  accounting  and  fiscal  rec- 
ords as  may  he  maintained  in  the  Washington, 

R.  C.  offices  of  the  various  bureaus,  the  fol- 
lowing records  shall  he  retained  for  a period 
of  at  least  five  years  at  each  field  station, 
office  or  other  point  at  which  departmental 
work  is  conducted  throughout  the  year: 

(1)  Copies  of  all  purchase  vouchers  issued 
at  that  point  and  of  supporting  documents, 
including  purchase  orders,  requisitions,  copies 
of  vendors’  invoices  unless  purchase  is  item- 
ized on  voucher,  and  receiving  records; 

(2)  Copies  of  all  payroll  vouchers  prepared 
hy  the  station  or  office  and  of  supporting 
documents,  including  time  reports  and  time 
hooks; 

(3)  Copies  of  all  records  and  supporting 
documents  pertainirjg  to  collections  of  funds 
including  receipts,  records  of  transmittal, 
certificates  of  deposit,  and  coupons,  certifi- 
cates, or  other  documents  which  form  the  basis 
for  collections; 

(4)  Copies  of  all  records  relating  to 
sales,  exchanges,  or  disposition  otherwise  of 
surplus  products  or  materials,  including  pre- 
numhered  sales  slips,  production  records, 
approved  exchanges , correspondence  relating  to 
exchanges,  etc. 

The  records  referred  to  in  the  preceding 
paragraphs  shall  he  maintained  accurately, 
shall  he  kept  current  at  all  times,  and  shall 
he  kept  in  such  systematic  order  as  to  facili- 
tate an  audit  or  examination  thereof. 

Chiefs  of  the  various  bureaus  and  offices 
shall  determine  what  additional  records  shall 
he  maintained  at  field  stations  and  in  their 
accounting  offices  at  Washington,  R.  C. 


( ■ 
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No  account  or  record  shall  he  withdrawn 
from  the  files  nor  shall  copies  he  furnished  to 
any  person  unless  approved  hy  the  official  in 
charge  of  the  station  or  office. 

The  accounts  and  records  of  those  field 
stations  or  offices  which  are  operated  only  a 
part  of  the  year  shall  he  foiTwarded  to  the 
bureau  in  Washington  or  to  some  other  designat- 
ed office  in  the  field  for  safekeeping  at  such 
times  as  the  official  in  charge  believes  desir- 
able . 


No  record,  account,  document,  or  other 
official  papers  shall  he  destroyed  until  approv- 
al shall  hav^  been  secured  from  the  chief  of  the 
division  of  operation.  (lOS,  680,  I296,  1297 > 
1329)  (See  also  Paragraph  153^») 


ALLOWANCES 


3121,  Subsistence  and  Quarters  Allowances , 
Field  Service.-  Civilian  employees  in  the 
field  service  may  he  furnished  quarters,  heat, 
light,  household  equipment,  subsistence,  and 
laundry  service  where  conditions  of  employment 
require  it,  but  the  reasonable  value  of  such 
allowances  shall  be  determined  and  considered 
as  part  of  the  compensation  in  fixing  the  sal- 
ary rate  of  such  civilians. 

The  total  salary  rate  fixed  for  all 
employees  entitled  by  law  or  regulation  to 
allowance  in  kind,  unless  otherwise  provided  by 
law,  must  include  the  amount  of  cash  to  be 
paid  and  the  full  amount  of  the  determined 
value  of  the  allowances  furnished  in  kind,  the 
cash  only  to  be  charged  to  the  salsiry  appropri- 
ation, and  any  item  of  cost  connected  with  the 
property  to  be  charged  to  appropriations  specif- 
ically provided  for  that  purpose,  no  adjust- 
ments between  the  appropriations  being  author- 
ized or  required. 

The  reasonable  value  of  allowances  fur- 
nished in  kind  to  field  ei^loyees  is  not  neces- 
sarily to  be  limited  to  the  cost  of  the  allow- 
ances to  the  G-overnment  but  the  basis  is  the 
reasonable  value  to  the  employee  during  the 
particular  period  and  in  the  particular  local- 
ity where  employed.  While  the  position  and 
salary  of  an  employee  are  to  be  considered  in 
determining  the  reasonable  value  to  him  of  the 
item  furnished  the  values  for  items  will  not 
be  based  solely  on  the  salary  of  the  position 
held. 


Each  bureau  will  establish  a schedule  of 
rates  for  particular  quarters  and  other  allow- 
ances, indicating  a specific  amount  for  each 
allowance  where,  because  of  absence  of  indi- 
vidual meters,  flat  rates  must  be  used,  copies 
of  which  will  be  filed  in  the  office  of  the 
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RE3UIATI0NS  OF  THE  U.  S.  DEPA mtS^TT  OF  AaRICULTUHS 


Allo-nances 

3121  • (cont.)  Director  of  Finance  and  the  C-eneral  Accounting 
Office. 

Notice  of  deviations  or  exceptions  from  the  schedule  of  rates  fixed 
by  the  bureau  for  value  of  allomnces  furnished  in  kind  to  field 
employees  must  be  furnished  the  General  Accounting  Office  in 
tnriting  either  -with  the  payrolls  on.  irhich  deductions  are  made  at 
rates  other  than  provided  by  the  general  schedule  or  directly  to 
that  office  prior  to  the  settlement  of  accounts  involved. 

During  periods  of  leave  -without  pay  the  established  value,  as 
previously  determined,  of  any  quarters  and  equipment  furnished  a 
field  employee  during  such  period  will  be  deduc-bed  from  the  amount 
otherwise  due  him  or  which  nay  become  die,  THiere  the  quarters  are 
entirely  -vacated  by  the  employee  for  periods  of  fif-been  days  or 
more  while  on  leave  and  are  a-vailable  for  other  assignment  no  charge 
should  be  made  for  -bheir  -value,  but  if  such  quarters  are  reserved 
for  the  employee  during  his  absence  the  charge  should  be  made  as 
if  the  quarters  -were  actually  occupied  by  him.  (74) 

3122 . Subsistence,  Personal  Equipment,  and  Supplies  for  Employees 

in  Alaska.  Employees  stationed  in  Alaska  may  be  furnished  subsistence 
and  personal  equijxnent  and  supplies  may  be  purchased  for  them,  but 
deductions  must  be  made  from  their  salary  payments  to  meet  the  cost 
thereof.  (162a) 

3123.  Allowances  to  Employees  S-bationed  in  Foreign  Coun-bries. 

1,  Employees  of  the  Ifepartment,  who  are  citizens  of  the  United 
States  having  permanent  station  in  a foreign  country  may  be  furnished, 
-without  cost  to  them,  li-ving  quarters,  including  heat,  fuel,  and 
light  in  Govemmen-t-o-wned  or  rented  buildings,  or,  -where  such 
quarters  are  not  a-vailable,  may  be  granted  an  alloTsance  for  living 
quarters,  including  heat,  fuel,  and  light.  * In  addition  such 
employees  may  be  granted  a cost  of  living  allo-wance,  * 

2,  «■  Employees  of  the  Departnant  who  are  -temporarily  e-tationed  in 
a foreign  country  and  vd:io  are  not  nationals  of  the  co-on-bry  in  -^riiich 
the  foreign  duty  s-bation  is  loca-bed  may  be  pro-vided  -with  a li-ving 
and  quarters  allo-wance  or  may  be  provided  with  li-ving  quarters  and 
an  adjusted  living  and  quarters  allowance.  * 


3,  « It  shall  be  the  Department’s  policy  to  grant  allowances  in 

order  to  enable  employees  to  main-tain  an  American  standard  of  li-ving 
■while  on  foreign  duty  by  compensating  them  for  higher  costs  occasioned 
by  their  being  s-bationed  at  a foreign  post.  This  policy  shall  be  so 
adminis-bered  as  to  pro-vide  equitable  treatment  for  employees  of  the 
various  bureaus  of  the  Departments  * 


4.  «■  Schedules  of  proposed  allowances  shall  be  subaiitted  on  Form  AD- 

165  through  the  Office  of  Foreign  Agricultural  Relations,  Office  of 
Personnel,  and  Office  of  Budget  and  Finance,  to  the  Secretary  or  the  j 
War  Food  Administrator  for  approval.  (113 | Budget  Bureau  Circular 
A-8|  Independent  Offices  Appropriation  Act)  * 


3124.  Allo-wances  to  Employees  of  Forest  Service.  (This 
regulation  has  been  canceled,  since  it  applied  to  only  one  bureau 
and  the  necessary  authorization  has  been  granted  in  other  form.)  « 


Hevised  2-10-45  (Amendment  205) 


I 


iPPRQPRIATlONS 


S>^ 


3131*  Fiscal  Year  Determination,-  It  is 
essential  in  the  disbursement  of  accountable 
funds  that  the  fiscal  year  be  correctly  deter- 
mined. While  it  is  not  requisite  that  the  deliv- 
ery of  goods  or  the  rendering  of  services  shall 
be  completed  within  the  fiscal  year  in  which  they 
were  contracted  for,  vouchers  paid  from  an 
appropriation  of  the  preceding  year  shall  carry 
evidence  that  the  contracts  were  executed  within 
that  year  or  that  the  order  was  given  within 
that  year  to  meet  a need  then  existing.  This 
applies  also  to  the  procurement  of  material  or 
services  from  another  Government  department  or 
agency.  Orders  so  placed,  in  writing,  are 
obligations  in  the  same  manner  as  contracts 
placed  with  private  contractors,  and  constitute 
encumbrances  upon  the  appropriations  for  the 
fiscal  year  in  which  the  order  is  placed,  except 
as  stated  in  the  next  paragraph. 


A claim  against  an  annual  appropriation, 
when  otherwise  proper,  is  chargeable  to  the 
appropriation  of  the  fiscal  year  for  which  the 
liability  was  incurred. 

After  the  appropriation  for  the  ensuing 
fiscal  year  is  made,  contracts  may  be  executed 
and  orders  placed  for  supplies,  materials,  etc- 
for  that  year,  and  if  needed  at  the  beginning  of 
the  new  fiscal  year,  or  shortly  thereafter, 
delivery  may  be  accepted  in  the  current  fiscal 
year.  Payment  can  not  be  made  for  such  articles, 
however,  until  the  beginning  of  the  fiscal  year 
to  which  the  appropriation  pertains. 

3132.  Availability  of  Aonr our iat ions. - 
Balances  of  appropriations  made  specifically  for 
the  service  of  any  fiscal  year  and  remaining 
unexpended  at  the  expiration  of  such  fiscal  year 
shall  be  applied  only  to  the  payment  of  expenses 
or  to  the  fulfillment  of  contracts  property 
chargeable  to  that  year.  Balances  of  appropriar- 
tions  remaining  unexpended  for  two  fiscal  years 


‘-v|,  f ■ 

aKci-TsiMoam?'.  ■ ; ^ 

:■! 

;..  j i^.;,!'-,-;  '";."i.  t--'  :t  . =■;  v,r J ':  ; b Oiit  TLi  lB.x4rraT??5>9 

/[  f:^d'  e:^  si  |^Ii:iiW 

B,:if-:el^'r-v'-:'' ^hoc% 

;;.;■: y lyj  ■ .y-  a.:,  axi^'  ,r;:.:'’1  t '■  a-j 

yy  yy-xl  hty-y  r aai:1  a.xc '.'■  ytc'i  y^.':^nit^$M€y-  r-'^a^wp 
^xT'a:  .;*  iiBd^  ’i:%yy  ya.LJyyjy^'^-y  ■^--'■'*-q‘''srxq 

yy/i'A  rvi:;.-  ■ u.B£i.v  'i"  'ly'y’i  ' A:.^'t  ■■ 

' .;xa',r  ' ' :-■■:  a3.d:l  aeaff  .taorH  o?  '‘m.y%  aa-f-1  • 

.V.  a. . ;^  p ' X::' ■:;  rx'  'ir3:-aaa,!:aj03:q  3<l5  o.a  (>a J.is' aarIqq;S 
■ •’ T:^'  ■'..aq^^.o-  :txaw^a-?avv  yadiosiB  yy-dy  AAAkvtm 
■y-y  lac  .ikioalq  cFi^,  aaslafa 

aaqd-noo'  bx?'  "vyBysy  301a  x a-"  3::nvXt,53a.‘:,irf^ 
a.',aSi.t3iSo»  B:!1b  ,.:rwjo*vji;:os  J I:«  Pssisrg, 
. ad:r  ByeiUy-iqyyQyyyyM  AAoyy^nmuum. 

arfaoaa  /q^qarq  ai:  ■ia?a‘:o  '|l#|^' Xtr'  "iXsaq  '.Mea-i:l 

XXasS  &dy  n-l  'Bsaf'E^a  m 

■ ^,ao|^ ifxlaqoqqqB  i'Xiqavqa  rtB  qaa..’ q 4 ■ ^ 

’ add  ai  q-:,aqaaa^  rwa&dic 

a'-d  i333.dd  1:d 


ijfe  a 


■m:i 


■"  i£od-a:3;£'‘TqoaqApi,  ad0  BBdJk 


.;a-  , ;afda!^a:'ad:5da:-  , 3P.;  -od  sqafi‘!?:o  B/is 

, yy  . ^ 3’.  d IX  b&B 

q.iJ"xc‘rd-  iv>  3,a.a 

Xjs.o^al'^  dqaa;^aiio  ’-dd  ja*:  diqdq'eaaxasd  ^fyyi-'^yxyyy^djyy 
iiyyy  yxy  ">r,ax  :-0;-p  av'  p ■ 

^>oada-  p.:‘:.i 

. ; "■  Byidr  cd 

’ ' , a 'S:13.;!sSi£y.  ‘■y^-  .,. 

*r .■•'■+  v-r  t't-i  r't£-.80©  ‘siKir;  ?££totl6j-'iqO;t£|'CJS  16  a';:-':i-.?,:,-'-.v 
di,:«.afii®"r  .cae  'v^;  so  vftsm.  ^ 

-issx' l£0 :::.:.!  (foxrs  ki  aoxla'tivtAS  ;vs:  ite.C.'ff;;v;sa«‘£ 


-X'i- 


"da 


'aaqa,.s(X  e*l- 


XxBO  Baxlqqa  ;ed'  Iljsd'i. 


: i^nrft'rso'cq'  'vl;ja-sJao;>  lo  .jamiXilKif’iqi  6" 

■k-.j;  TO'O££qVJ£0  *)-0  .i£f>OIXf>i-SS  »'3.a0£t';  6 

HT&d  Gwl  TOl  B&trt£HfX6!k  qql:ilka«'S  ecf'£*. 


Appropriations 


after  the  close  of  the  fiscal  year  for  which 
appropriated,  are  required  to  be  carried  to  the 
surplus  fund  and  covered  into  the  Treasury. 
Thereafter,  claims  presented  for  payment  from  the 
appropriation  are  for  certification  to  the 
Comptroller  G-eneral  for  examination  and  inclusion 
in  a general  deficiency  bill.  (17^6) 


BONDS 


3141.  Bonds  Covering  Advance  of  Travel 
Expenses." 


3142,  Bonding  of  Field  Agents 


3143.  Construction  Contract  Bonds 
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UNITED  STATES  DEPARTMENT  OF 


Office  of  the  Secre 
lashlngton  2$,  D. 


September  12,  19U6 


AMB0MENT  NO.  226  TO  THE  RBOULATIONS  OF  THE  DEPARTMENT 

Revision  of  Regulatico  31^2,  Bonding  of  Eknployees, 
Contractors,  fete. 


The  primary  piirpose  of  the  attached  amendment  of  Regulation  3lU2  is  to 
bring  the  regulation  into  conformity  with  the  provisions  of  Treasury 
Department  Circular  No.  7U5»  Revised,  dated  March  18,  19li6,  with  re- 
spect to  the  renewal  of  corporate  surety  bonds. 

The  regulation  as  previously  in  effect  provided  that  "payment  and  ac- 
ceptance of  the  annual  premium  on  corporate  surety  bonds  furnished  by 
enqployees  shall  be  a cos^liance  with  the  requironent  for  the  renewal 
of  such  bonds'*  and  was  based  on  procedures  prescribed  in  Treasury 
Department  Circular  No.  7U5>  dat^  July  10,  19Uli*  Under  this  proce- 
dure, bonded  employees  were  required  to  funiish  their  annual  bond 
premium  receipts  to  the  Treasury  Department  in  lieu  of  furnishing  a 
new  bond  every  four  years.  However,  after  operating  under  this  pro- 
cedure for  nearly  two  years  the  Treasury  Department  concluded  that  it 
was  diffictilt  and  expensive  to  administer,  and  in  Treasury  Department 
Circular  7U5,  Revised,  dated  March  18,  19u6,  rescinded  the  require- 
ment for  furnishing  bond  premium  receipts  and  authorized  employees  to 
revert  to  the  former  method  of  renewing  bonds  every  tour  years.  Ihile 
this  change  eliminates  the  necessity  for  an  administrative  review  to 
determine  that  annual  premium  payments  have  been  made  as  required,  it 
does  not  lessen  the  administrative  responsibility  for  seeing  that  the 
requirements  of  the  regulation  with  respect  to  the  furnishing  and  re- 
newal of  boiKis  are  cooplied  with. 

The  other  changes  have  be^  made  for  the  sake  of  clarity. 


Acting  Secretary 


Remove: 

Page  311*2  (rev.  10-li*-l*l*) 


Insert: 


Page  311*2  (rev.  9-12-1*6) 


RBQULATIONS  OF  THE  D.  S.  DEPARTMENT  OF  AGRICULTURE 


Bonds 


31ii2,  Bonding  of  Baployees,  Contractors,  Etc. 

!•  General  Provisions 

a.  Except  as  otherwise  provided  herein,  chiefs  of  bureaus  are 
charged  with  the  responsibility  of  carrying  out  the  provisions  of 
this  Regulation,  and  shall  approve  bonds  executed  in  accordance 
herewith*  Chiefs  of  bureaus  may  delegate  to  supervisory  officials 
1^0  report  directly  to  them  the  duties  imposed  by  this  Regulation, 
but  such  delegation  will  not  relieve  chiefs  of  bureaus  of  adminis- 
trative responsibility  for  the  enforcement  of  the  provisions  of 
this  Regulaticn*  (299) 

b*  Except  as  otherwise  provided  herein,  the  form  and  legal  s\if- 
ficiency  of  all  bonds  covered  by  this  Regulation  shall  be  approved 
by  the  Solicitor,  or  others  to  whom  he  may  delegate  this  function* 

c*  The  principal  (person  bonded)  is  responsible  for  the  payment 
of  bond  premiums,  unless  otherwise  provided  by  law*  ♦ ♦ ♦ Official 
bonds  must  be  renewed  every  four  years*  ♦ ♦ ♦ \jjhen  a 

bond  is  no  longer  required  and  it  is  necessary  to  notify  the  svirety 
(or  sureties)  of  this  fact  in  order  to  protect  the  principal  from 
the  necessity  of  continuing  to  pay  premiums,  the  surety  (or  sureties) 
shall  be  notified  of  the  date  after  which  the  United  States  will 
no  longer  look  to  the  surety  for  protection  for  futxjre  acts  of  fail- 
ure of  performance  of  the  principal*  Such  notice  shall  also  be 
given  upon  the  request  of  the  surety*  The  notice  shall  be  given 
through  the  Chief  Disbursing  Officer  for  all  bonds  provided  for 
the  protection  of  that  officer*  The  term  "approved  corporate  surety 
bond"  as  used  herein  means  a bond  issued  by  a surety  corporation 
whose  name  s^peaurs  on  the  approved  list  of  bonding  companies,  which 
list  is  issued  ty  the  Treasury  Department  (Section  of  Stirety  Bonds)* 
(300,  30ii) 

d*  Except  as  otherwise  provided  herein,  all  bonds  shall  be  trans- 
mitted to  the  Treasury  Department  (Section  of  Sxirety  Bonds),  for 
filing  and  safekeeping,  or  for  forwarding  to  the  GeneraO.  Accounting 
Office* 

e*  The  Director  of  Finance  is  authorized  to  issue  instructions  sup- 
plementing this  Regulation,  '^he  necessity  for  the  bond,  the  ade- 
quacy of  the  protection  of  the  interest  of  the  Government,  and  the 
practices  used  by  the  bureaus  for  determining  the  amount  of  a bond 
shall  be  periodically  ascertained  by  the  Director  of  Finance* 

2*  Bonding  of  Snployees  of  the  Department 

a*  Bnplovees  Receiving,  Harming ^ or  Having  Custody  of  Public  Funds* 
Every  employee  whose  prescribe<i  auties  require  him  to  receive,  handle, 
or  have  custody  of  public  funds  or  remittances,  except  checks  and 
other  instniments  drawn  payable  to  the  Treasurer  of  the  United  States 
or  endorsed  payable  to  the  Treasurer  of  the  United  States  prior  to 
receipt  by  the  employee,  shall  furnish  an  approved  corporate  surety 
bond  in  an  amount  determined  to  be  sufficient  to  protect  the  United 
States  against  loss,  provided,  however,  that  chiefs  of  bureaus  may  by 
formal  action  specifically  exempt  any  employee  who  handles  less  than 
$200  a year*  Nothing  in  this  paragre^h  shall  be  construed  to  limit 
the  authority  of  a chief  of  bureau  to  reqidre  bonds  as  provided  in 
Section  2 f*  of  this  regvilation. 
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3lU2  (cont.)  The  follcming  factors  should  be  considered  in  determin- 
ing the  amount  of  the  bond  to  be  furnished  by  each  such  employee: 

(1)  the  amount  of  funds  or  remittances  to  be  protected  by  the  bor^, 

(2)  the  largest  amount  of  such  funds  or  remittances  in  hand  at  any  one 
time^  (3)  the  provisions  that  have  been  made  to  assure  the  pron^t  trens- 
mission  or  deposit  of  public  fiinds  required  by  Regulation  3175,  (U)  the 
frequency  and  detail  with  ihich  the  transactions  and  accounts  of  the  em- 
ployee are  audited,  and  (5)  any  other  safeguards  of  public  funds. 

b.  Etyloyees  Requesting  Advances  of  Fhinds.  Except  as  provided  below, 
a bond,  or  bonds,  in  multiples  of  $1,000  shall  be  furnished  in  amounts 
sufficient  to  cover  all  advances  which  an  employee  may  have  at  any  one 
tine.  Such  bonds  shall  be  approved  by  a bureau  official  designated  by 
the  Secretary  to  approve  applications  for  advances  of  funds.  Bonds  are 
required  as  follows: 

(1)  For  advances  solely  under  the  Subsistence  Expense  Act  of  1926  either 
Standard  Form  No.  19  Revised,  surety  bond,  or  Treasury  Form  No.  19a, 
collateral  security  bond,  shall  be  used.  If  Treasury  Form  Mo.  19a  is 
xised,  the  bond  shall  be  in  a sum  not  less  than  the  travel  advance  applied 
for  plus  twenty-five  per  cent.  Bond  forms  No,  19  Revised  and  No.  19a 
should  not  be  submitted  to  the  Solicitor  for  examination  and  approval. 

(2)  For  advances  solely  under  the  Act  of  June  3,  1902,  Bond  Form  AD-101 
shall  be  used.  This  form  of  bond  n^en  executed  shall  be  submitted  to 
the  Solicitor. 

(3)  For  advmcces  under  both  (a)  the  Subsistence  Expense  Act  of  1926  and 
(b)  the  Act  of  June  3,  1902,  Bond  AD-100  shall  be  used.  This  form 
of  bond,  Tdien  executed,  shall  be  submitted  to  the  Solicitor.  (1708) 

c.  Disbursing  Offlcerg  of  Department,  afc  aaployee®  who  have  been 
designated  by  the  Secretary  as^f^asurers,  "Assistant  Treasurers,  Dis- 
bursing Agehts,  etc.,  to  disburse  funds  administered  by  the  Department 
which  are  exempt  frcm  the  provisions  of  Section  U,  Executive  Order  6l66, 
shall  be  require  to  furnish  mi  approved  corporate  surety  bond  in  Cat- 
erer amount  the  Director  of  Finance,  upon  recommendation  by  the  chief 

of  the  bureau,  shall  detaneine  to  be  sufficient  to  protect  the  Secretary 
and  the  United  States.  (1263) 

d.  Agents  of  the  Oilef  Pisbursing  Officer^  Treasury  Depytment. 
ployees  ^o  may  be  designated  by  the  Chief  Disbursing  Officer  as  Assist- 
ant Disbursing  Officers,  Agent  Cashiers,  etc*,  to  act  for  him  in  making 
payments  and/or  collections  shall  furnish  bond  in  such  amounts  and  in 
such  form  as  the  Treasury  Department  may  require.  Such  bonds  should  not 
be  submitted  to  the  Solicitor  for  approval.  (1263) 

e.  Property  (^todians.  Chiefs  of  bureaus  may  require  a bond  in  suffi- 
clent  amount  trcsa  eacb  employee  who  has  been  desi^iated  as  responsible 
for  the  safekeeping  of  valuable  property,  such  as  negotiable  instxotments, 
equipment,  etc. 

f.  Other  Employees.  Ihen  it  is  determined  to  be  in  the  interest  of  the 
Government,  chiefs  of  bureaus  may  require  bond  to  be  given  by  employees 
to  insure  faithful  performance  of  duty  or  for  any  other  reason. 

g.  Certifying  Officers.  All  employees  designated  ty  the  Secretary  of 
Agriculture  to  the  iteaaury  Department  as  certifying  officers  shall 
fiumish  a surety  bond  satisfactory  to  Ihe  Treasury  Department  in  an 
amount  to  be  fixed  by  the  Secretary  upon  recommendation  of  the  Chief 
of  the  bureau  concerned  *in  accordance  with  the  degree  of  the  officer's 
responsibility,  taking  into  consideration  the  character  and  estimated 
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amount  of  vouchers  to  be  certified  for  payment  daring  the  ensuing  tiielve- 
months’  period.  Such  penal  sum  should  be  sufficient  to  protect  the 
interests  of  the  United  States  under  the.  circumstances,”  (Treasury  De- 
partmait  Circular  68G) 

3.  Bonding  of  Nop-Bgplcireas.  (Contractors.  Etc.) 

a.  Performance  Bonds.  Before  any  contract  for  the  construction, 
alteration,  or  repair  of  any  public  building  or  public  irork,  in  an 
amount  in  excess  of  |2,(XX),  is  awarded  to  any  person,  such  person  shall 
be  required  to  furnish  a performance  bond,  in  an  amount  equal  to  the 
amount  of  the  award,  with  a surety  or  sureties  satisfactory  to  the  Offi- 
cer making  the  award,  and  subject  to  the  approval  of  the  Treasury  De- 
partoent  (Section  of  Surely  Bonds)  in  cases  where  a corporate  surety  is 
offered.  Where  individual  sureties  are  accepted,  there  must  be  two  sur- 
eties each  of  whom  shall  justify  in  the  amount  of  the  bond.  For  con- 
tracts for  construction,  alteration,  or  repair  of  any  public  building  or 
public  work  in  amounts  of  $2,000  or  less,  or  for  contracts  for  furnish- 
ing services,  supines,  or  equipment,  in  any  amount,  it  shall  be  dis- 
cretionary with  the  contracting  officer  of  the  bureau  or  agency  con- 
cerned irtiether  a performance  bond  is  to  be  required,  but  this  discretion 
must  be  exercised  before  advertising,  and  if  a bond  is  to  be  required, 
that  fact  aaist  be  reflected  in  the  specifications.  Performance  bonds 
shall  be  approved  administratively  ly  the  contracting  officer  concerned. 
(1835) 

Whenever  the  specifications  of  a contract  require  that  the  contractor 
shall  furnish  a pat^t  bond,  such  bond  shall  be  prepared  or  approved  by 
the  Solicitor  and  shall  be  approved  in  the  same  manner  as  herein  pro- 
vided for  performance  bonds. 

b.  Payment  Bonds.  Before  any  contract  for  the  construction,  al- 
teration, or  repair  of  any  public  building  or  work,  in  an  amount  in  ex- 
cess of  $2,000  is  awarded  to  any  person,  such  person  shall  be  required 
to  furnish  a payment  bond  for  the  protectitm  of  all  persons  supplying 
labor  and  material  in  the  prosecution  of  the  work  provided  for  in  the 
contract.  Whenever  the  total  amount  payable  by  the  terms  of  the  con- 
tract is  not  more  than  $1,000,000  the  payment  bond  shall  be  in  the  sum 
of  one-4ialf  the  total  amount  payable  hy  the  tenos  of  the  contract. 
Whenever  the  total  amount  payable  by  the  terms  of  the  contract  is  more 
than  $1,000,000  and  not  more  than  $5,000,000,  the  payment  bend  shall  be 
in  an  amount  equal  to  40  percent  of  the  total  amount  payable  by  the  terms 
of  'Uie  contract.  Whenever  the  total  amount  psyable  by  the  terms  of  the 
contract  is  more  than  $5,000,000,  the  payment  bond  shall  be  in  a sum  of 
$2,500,000.  The  surety  (or  sureties)  on  these  bonds  must  be  satisfac- 
tory to  the  officer  Baking  the  award  and  is  subject  to  the  approval  of 
the  Section  of  Surety  Bemds,  Treasury  Department,  in  cases  lAiere  a cor- 
porate surety  is  offered.  ^Wiere  individual  sureties  are  accepted,  there 
must  be  two  sureties  each  of  liticm  ^all  justify  in  the  amount  of  the 
bond.  When  a ccntract  for  the  ccnstructicn,  alteration,  or  repair  of 
aiy  public  building  or  public  work  is  for  $2,000  or  less,  it  shall  be 
discretionary  with  the  contracting  officer  whether  a payment  bond  is  to 
be  required,  but  this  discretion  must  be  exercised  before  advertising, 
and  if  a bond  is  to  be  required,  that  fact  must  be  reflected  in  the  spec- 
ifications. Ferment  bonds  shall  be  approved  administratively  by  the 
contracting  officer  concerned,  (1835) 

c.  Other  Non-EffiiiLoyees.  Chiefs  of  bureaus  shall  require  conces- 
sionaires, bidders.  Market  Administrators,  warehousemen,  «id  others,  to 
furnish  bonds  when  necessary  to  protect  the  interests  of  the  Govenunent. 
Bid  bonds  will  be  retained  by  the  contracting  officers  concerned  (434» 
435) 
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3143.  Performance  Bonds.-  Before  any  contract, 
for  the  construction,  alteration,  or  repair  of  any 
public  building  or  public  work,  in  an  amount  in  ex- 
cess of  $2,000,  is  awarded  to  any  person,  such  per- 
son shall  be  required  to  furnish  a performance  bond, 
in  an  amount  not  less  than  50^^  of  the  amount  of  the 
award,  with  a surety  or  sureties  satisfactory  to 
the  officer  making  the  award,  and  subject  to  the  ap- 
proval of  the  Section  of  Surety  Bonds,  Treasury  De- 
partment in  cases  where  a corporate  surety  is  of- 
fered. Where  individual  sureties  are  accepted, 
there  must  be  two  sureties  each  of  whom  shall  justi- 
fy in  a sum  not  less  than  the  penalty  of  the  bond. 
Where  the  amount  of  a construction  contract  is 
$2,000  or  less,  or  for  any  amount  under  contracts 
for  furnishing  services,  supplies,  or  equipment,  it 
shall  be  discretionary  with  the  procurement  officer 
whether  a performance  bond  shall  be  required,  but 
this  discretion  must  be  exercised  before  advertis- 
ing, and  if  a bond  is  to  be  required,  that  fact 
must  be  reflected  in  the  specifications.  (1^35) 

3144.  Payment  Bonds.-  Before  any  contract, 
for  the  construction,  alteration,  or  the  repair  of 
any  public  building  or  public  work,  in  an  amount  in 
excess  of  $2,000  is  awarded  to  any  person,  such  per- 
son shall  be  required  to  furnish  a payment  bond, 
for  the  protection  of  all  persons  supplying  labor 
and  material  in  the  prosecution  of  the  work  provid- 
ed for  in  the  contract,  in  an  amount  not  less  than 
50^  of  the  amount  of  the  award,  whenever  the  total 
amount  payable  by  the  terms  of  the  contract  shall 

be  not  more  than  $1,000,000,  with  a surety  or  sure- 
ties satisfactory  to  the  officer  making  the  award, 
and  subject  to  the  approval  of  the  Section  of  bure- 
ty  Bonds,  Treasury  Department  in  cases  where  a cor- 
porate surety  is  offered.  Where  individual  sure- 
ties are  accepted,  there  mast  be  two  sureties  each 
of  whom  shall  justify  in  a sum  not  less  than  the 
penalty  of  the  bond.  Where  the  amount  involved  is 
$2,000  or  less,  it  shall  be  discretionary  with  the 
procurement  officer  whether  a payment  bond  shall  be 
required,  >ut  this  discretion  must  be  exercised  be- 
fore advertising,  and  if  a bond  is  to  be  required, 
that  fact  must  be  reflected  in  the  specifications. 

(1835) 
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Aiogust  23,  1937 
AMENDMENT  TO  THE  REGULATIONS 
Amendment  No. 


There  appear  on  the  reverse  side  of  this  sheet 
two  additional  paragraphs  to  the  Regulations,  en- 
titled ”3143.  Performance  Bonds",  and  "3l44.  Pay- 
ment Bonds . " 

The  purpose  of  these  additions  to  the  Regula- 
tions is  to  set  forth  instructions  as  to  require- 
ments in  connection  with  performance  and  payment 
Bonds  in  support  of  contracts  for  construction. 

These  regulations  are  promulgated  effective  im- 
mediately. The  following  changes  should  he  made  in 
the  Table  of  Contents  and  the  Index: 

Change  the  Table  of  Contents: 

Prom  "31^3 • Construction  Contract  Bonds" 

To  "3143.  Performance  Bonds" 

Add  to  the  Table  of  Contents: 

"3144.  Payiaent  Bonds" 

Add  to  the  Index: 

"Bonds,  construction  contract  - - 3^^^?  31^3 

Construction,  contract  bonds  - - 31^»  31^3" 

Acting  Secretary. 


UUITHD  STATES  DEPARTMENT  OF  AGR! 
Office  of  the  Secretary 
Vashiogtcsi  25,  D.  C» 


May  3,  1946 


AMEND1£ENT  NO,  219  TO  THE  REGUIATIOIJS  OF  THE  DEPARTbE^T 


The  attached  amendnants  of  Regxilations  3152  and  3155  reflect 
the  procedures  prescribed  by  the  Treasury  Departnent  pursuant 
to  Public  Law  243,  79th  Congress,  approved  December  5,  1945, 
This  act  authorizes  the  Secretary  of  the  Treasury  to  issue  new 
checks  of  current  date  called  substitutes  (instead  of  duplicate 
checks  issued  by  disbursing  officers)  to  replace  lost,  stolen, 
destroyed,  mutilated,  or  defaced  checks.  It  also  specifies 
certain  classes  of  cases  in  which  the  Secretary  of  the  Treasury 
need  not  require  an  undertaking  of  indemnity.  Furthermore,  the 
issuance  of  substitute  checks  is  not  subject  to  the  thirty  day 
tine  limitation  which  was  applicable  to  duplicate  checks. 


Acting  Secretary 


Remove : 


Insert: 
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REGUIATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGKICULTDRE 


Checks 


3151,  Discounting.  No  discount  charge  is  a proper  expense  of  the 
Government  and  must  be  borne  by  the  person  cashing  the  check, 

3152,  * Substitute  Checks.  Substitute  checks  may  be  obtained 
from  the  Secretary  of  the  Treasury  to  replace  lost,  stolen,  de- 
stroyed, mutilated,  or  defaced  Government  checks.  The  procedure 
for  obtaining  substitute  checks  is  outlined  in  Regulation  3155,  * 

Forgery,  Whenever  a payee  of  a check  claims  that  the  en- 
dorsement thereon  is  a forgery,  the  correspondence  v^ill  be  referred 
to  the  disbursing  officer  issuing  the  check  for  forwarding  to  the 
Treasurer  of  the  Ihiited  States, 

3154,  Endorsements,  Endorsement  must  be  precisely  the  same  as 
shown  on  the  face  of  the  check. 

Checks  drawn  payable  on  the  endorsaaent  of  the  legal  representative 
of  the  person  or  corporation  entitled,  such  as  the  appointed  re- 
ceiver, trustee  in  bankruptcy  or  liquidation,  or  administrator  of 
the  estate,  should  be  delivered  to  such  representative  if  he  has 
been  duly  qualified,  no  prior  necessity  existing  for  specifically 
authorizing  negotiation  by  such  repi*esentative  beyond  the  authority 
shown  by  his  appointment  and  qualification.  The  first  check  negoti- 
ated by  such  representative  should  be  accompanied  by  a short  certifi- 
cate of  the  order  or  decree  of  the  court  shovri.ng  the  appointment  and 
qualification  of  liie  representative.  No  such  requirement  is  made, 
however,  in  cases  where  checks  are  drawn  on  evidence  submitted  vath 
a claim  to  the  General  Accounting  Office,  such  as  payments  to  de- 
ceased or  incompetent  persons. 

Endorsements  by  mark  (X)  must  be  witnessed  by  two  persons,  signing 
their  names  as  witnesses  and  giving  their  post-office  addresses, 

3155,  ^ Lost,  Stolen,  Destroyed,  Mutilated,  or  Defaced  Checks, 

1,  Nonreceipt,  loss,  theft,  or  destruction  of  a check  drawn  on  the 
Treasurer  of  the  United  States,  or  sufficient  mutilation  or  deface- 
ment to  render  such  a check  non-negotiable,  should  be  promptly  re- 
ported to  the  disbursing  officer  by  whom  drawn  by  a letter  signed 
by  the  owner,  or  by  telegraph,  confirmed  by  such  a letter.  The  re- 
port should  describe  the  check,  stating  the  purpose  for  v^ich  drawn, 
and  giving,  if  possible,  its  date,  number,  and  amount,  and  request- 
ing that  payment  be  stopped.  In  reporting  a mutilated  or  defaced 
check,  the  check  should  be  enclosed  with  the  report.  In  reporting 
a lost  check,  the  rei>ort  should  state  whether  the  check  was  not  re- 
ceived, or  was  lost  after  receipt.  If  lost  after  receipt,  the  cir- 
cumstances should  be  given,  stating  whether  it  had  been  endorsed  ^ 
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Checks 

3155  (cent.)  * by  the  payee.  Nonreceipt  of  the  check  should  not  be 
reported  until  inquiry  of  the  local  postal  authorities  has  failed  to 
develop  information.  Bureaus  are  responsible  for  furnishing  informa- 
tion to  owners  of  lost,  stolen,  destroyed,  mutilated,  or  defaced  checks, 
and  whan  requested  to  do  so,  for  assisting  in  the  preparation  of 
reports.  If  the  disbursing  officer  has  no  record  of  the  return  of  an 
undelivered  check  he  v;ill  transmit  the  owner’s  report  and  requester 
stoppage  of  payment  to  the  Treasurer  of  the  United  States  or  the 
Federal  Reserve  Bank  through  which  the  check  is  payable,  Vilhere  such  a 
check  is  determined  to  be  outstanding,  the  Treasurer’s  Office  will 
furnish  the  claimant  an  appropriate  form  to  be  executed  and  sent  to  the 
disbursing  officer  for  obtaining  a substitute  check. 

2,  If  the  original  check  is  received  or  recovered  after  the  owner  has 
requested  stoppage  of  payment,  but  before  receiving  a substitute  check, 
he  should  immediately  advise  the  disbursing  officer  to  disregard  the 
stoppage  request.  He  should  not,,  however,  attempt  to  cash  the  original 
check  until  so  authorized  by  the  disbursing  officer.  If  the  original 
check  is  received  or  recovered  after  a substitute  cheek  has  been  re- 
ceived, the  substitute  check  should  be  cashed  and  the  original  check 
forwarded  to  the  Division  of  Disbursement,  Treasury  Department, 
Vfeshington  25,  D,  G,,  for  appropriate  disposition,  (59  Stat,  592)  * 

3156,  Negotiability,  Checks  will  be  honored  by  the  Treasurer  of  the 
United  States  if  presented  before  the  close  of  the  fiscal  year  next 
follovsring  the  fiscal  year  in  which  such  checks  were  issued  (Sec,  21, 

48  Stat,  1235) o Checks  outstanding  a longer  time  must  be  forwarded  to 
the  General  Accounting  Office  vri.th  request  that  Treasury  warrant  be 
issued  to  the  ovmer’s  order,  (1758) 
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3157*  Travelers^  Checks,-  The  purchase  of 
travelers*  checks  for  the  safekeeping  of  private- 
ly oTOed  or  public  funds  in  the  possession  of  a 
bonded  special  disbursing  agent  or  other  employ- 
ees while  traveling,  is  not  an  authorized  expense 
and  the  charge  for  issuance  of  such  checks  is 
not  payable  from  public  funds, 

315s,  Unclaimed  and  Undelivered  Checks, - 
Unclaimed  or  undelivered  checks  should  be  returned 
to  the  issuing  disbursing  officer  for  forwarding 
to  the  General  Accounting  Office.  A statement 
should  accompany  the  checks  giving  the  name  and 
symbol  number  of  the  disbursing  agent,  and  list- 
ing each  check  by  number,  date,  amount,  payee, 
payee *s  last  known  address,  voucher  reference, 
and  purpose  for  which  issued. 
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Claims 


3161.  Ref  loading  Moneys  Erroneously  Received  and  Cover  ed«  Claims  for 
refunds  of  moneys  paid  to  the  iJepartment  in  anticipation  of  considera- 
tion which  cannot  be  furnished,  or  in  excess  of  amounts  due,  which  were 
erroneoTisly  deposited  and  covered  into  the  general  fund  of  the  Treasury 
as  miscellaneous  receipts,  where  authority  for  refund  exists,  shall  be 
submitted  to  the  General  Accounting  Office  for  settlement  accompanied 
by  all  material  papers  and  a Fom  AD-U2  properly  executed  and  signed  by 

a bureau  official  occupying  or  acting  in  a position  which  has  been  desig- 
nated for  this  purpose  the  Secretary,  Such  claims  are  payable  from 
the  account  "Refund  of  Moneys  Erroneously  Received  and  Covered." 

(31  U.  S.  C.  725q) 

3162,  ^ Claims  Against  the  Government  Arising  From  Negligence  of 


1,  Federal  Tort  Claims  Act. 

a.  Under  the  Federal  Tort  Claims  Act  (60  Stat.  8U3j  28  U.S.C.  921),  the 
Department  may  receive  and  settle  any  claim  against  the  United  States 
for  not  over  ^,000,  accruing  on  and  after  January  1,  19h$,  on  account 
of  damage  to  or  loss  of  property  or  on  account  of  personal  injury  or 
death,  caused  by  the  negligent  or  wrongful  act  or  omission  of  any  employee 
of  the  Department  while  acting  within  the  scope  of  his  office  or  employ- 
ment, under  circunstances  idiere  the  Ihiited  States,  if  it  were  a private 
person,  would  be  liable,  in  accordance  with  the  law  of  the  place  idiere 
the  act  or  omission  occurred.  Acceptance  of  the  award  by  the  claimant  is 
conclusive  upon  him  and  releases  the  Government  and  the  Government  em- 
ployee from  all  claims  by  the  claimant  arising  out  of  the  same  subject 
matter. 

b.  A claimant  is  not  restricted  to  filing  a claim  with  the  Department, 
but  may  file  a suit  in  Federal  District  Co\irt  for  recovery.  However, 
this  suit  may  not  be  filed  irtiile  a claim  is  paiding  in  the  Department 
but  may  be  filed  after  final  determination  of  the  claim  by  the  Depart- 
ment or  after  the  claimant  has  withdrawn  his  claim  upon  fifteen  days' 
notice.  Ihile  the  amount  of  the  claim  before  the  Department  is  limited 
to  $1,000,  the  only  limitation  upon  the  amount  which  may  be  sued  for  in 
court  is  that  the  Government  shall  not  be  liable  for  interest  prior  to 
jixigment  nor  for  pxmitive  damages.  Once  a claim  has  been  filed  with 
the  Department  the  claimant  may  not  sue  for  more  than  was  asked  of  the 
Department  unless  such  increased  amount  is  based  on  some  newly  discovered 
evidence, 

c.  Claims  or  suits  must  be  filed  within  one  year  after  accrual,  or  by 
August  2,  19U7>  whichever  is  later.  After  final  disposition  of  a claim 
by  the  Department  or  upon  withdrawal  of  the  claim  from  the  Department, 
the  time  within  which  suit  may  be  instituted  by  the  claimant  is  ex- 
tended for  a period  of  six  months  if  the  statutory  time  prescribed  would 
otherwise  eapire  before  the  end  of  such  period, 

2,  Solicitor  To  Be  Notified  of  Suite,  If  any  employee  is  served  with 
papers  in  a suit  arising  under  the  Federal  Tort  Claims  Act,  he  should 
immediately  notify  the  nearest  R^ional  Attorney  of  this  Department  or 
the  Office  of  the  Solicitor  in  Washington, 

3,  Employees  Not  To  Bicourage  Claims,  Private  persons  may  be  informed 
as  to  procedure  in  connection  with  claims  against  the  Government,  but 
eiiq>lpyees  shall  not  encourage  anyone  to  present  such  a claim.  (See 
Regulation  1579,  paragraph  2,  for  statutory  prohibition  against  assist- 
ing in  prosecution  of  claims  against  the  Government.)  ^ 
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3162.  (cont.  1) 

Jfe  U*  Solicitor  To  Determine  Claims*  The  Solicitor  or  the  Associate 
Solicitor  in  Charge  of  Forestry,  Research,  and  General  Legal  Services  shall 

(a)  iiopartially  ad;)ust,  determine,  and  settle  claims  made  vinder  the  Federal 
Tort  Claims  Act,  in  accordance  with  the  law  of  the  place  tdaere  the  act  or 
omission  occurred,  (b)  notify  the  claimant  and  the  bureau  in  which  the 
case  arose  of  the  determination,  and  (c)  \Q)on  their  specific  request,  fur- 
nish to  claimants  whose  claims  have  been  denied  a sun&aary  of  the  facts 
and  other  information  used  and  the  reasoning  followed  in  reaching  a de- 
termination. All  questions  of  legal  interpretation  shall  be  considered 
by  the  Office  of  the  Solicitor,  rather  than  by  the  bureaus. 

5.  Procedure  in  Handling  Claims. 

a.  Claims  To  Be  Handled  Prong>tly.  Claims  and  related  documents  must  be 
handled  pron^tly  so  that  the  interest  of  claimants  will  not  be  harmed 
by  avoidable  delay.  In  order  to  speed  i;?)  handling,  claims  (as  dis- 
tinguished from  administrative  actions  for  safety,  disciplinary,  or  other 
purposes)  should  not  be  sent  throu^  any  administrative  levels  not  es- 
sential to  proper  settlement  of  the  claim,  the  determination  of  which  is 
the  responsibility  of  the  Office  of  the  Solicitor.  In  the  case  of  the 
Forest  Service  and  the  Soil  Conservation  Service,  each  Regional  Forester 
and  Regional  Conservator  shall  designate  an  official  in  the  regional  of- 
fice Tdio  shall  transmit  the  claim  and  sijpporting  documents  directly  to 
the  Office  of  the  Solicitor  in  Washington.  (See  also  Regulation  1833.) 

b.  Forms  and  Reports.  Persons  who  state  that  they  wish  to  make  claims 
linder  the  Federal  Tort  Claims  Act  should  be  requested  to  fill  out 
Standard  Form  28,  Claim  for  Damages -Accident-Motor  Transportation,  or 
Form  AD  2U,  revised.  Claim  f<n*  Loss  or" Damage  to  Private  Property  and/or 
Personal  Injuries.  The  bureau  will  transmit  the  claim  to  the  Office  of 
the  Solicitor,  together  with  a report 

(a)  giving  a complete  and  accurate  account  of  the  incident 
and  the  circimstances  involved,  by  means  of  statements  of 
witnesses,  by  reports  of  investigating  officers,  and  by  any 
other  helpful  means, 

(b)  showing  affirmatively  whether  the  eu^iloyee  was  acting 
within  the  scope  of  his  duty  when  the  loss,  damage,  or  in- 
jury occurred, 

(c)  giving  the  name  of  the  official  who  inspected  the  damage 
or  injiay,  and 

(d)  stating  i^ether  the  claim  and  the  amount  thereof  are 
considered  just. 

Ihen  the  claim  is  based  upon  the  cost  of  repairs,  an  Itemized  copy  of  the 
repair  bill  or  estimates  (two  or  more  if  feasible)  should  be  obtained  and 
a check  should  be  made  to  instire  that  only  repairs  necessitated  by  the  ac- 
cident are  covered  and  that  charges  are  not  excessive.  Where  claim  is 
made  for  personal  injuries,  a stateaent  must  be  filed  describing  the  in- 
j\aries  for  which  recovery  is  sought,  sv^jported  by  a piqrsiclan's  certificate, 
if  one  was  employed,  and,  if  not,  by  other  con^etent  evidence,  and  stating 
the  basis  for  the  amount  claimed. 

c.  Claims  Arising  From  Motor  Vehicle  Accidents.  In  addition  to  Standard 
Form  28,  revised,  all  claims  arising  from  motor  vehicle  accidents  mtust  be 
accoE?»anied  by  Form  AD  250,  Accident  R^jort.  (See  also  Regulation  1833.) 

The  driver  and  the  investigating  officer  should  also  furnish  such  additional 
statements  as  are  essential  to  a clear  understanding  of  the  accident  and 
related  circumstances.  ^ 


f ' 


; 


Revised  8-22-U7  (Amendment  2^0) 


REGULATIONS  OF  THE  U.  S.  DEPARIKENT  OF  AGRICULTURE 


Clalffls 


3162.  (cont.  2) 

♦ d.  ClaiiRS  Other  Than  Vehicle  Accident  Claijas.  In  the  case  of 

claims  oiher  than  motor  vehicle  accident  claims,  written  sta tenants  by 
persons  having  definite  knowledge  of  the  incident  (regardless  of  whether 
they  actually  saw  it  happen)  or  of  the  resulting  damage  shall  be  ob- 
tained in  all  cases. 

6.  Preservation  of  Records.  Copies  of  reports  and  supporting  docvtments 
shouli  be  retained  at  least  xantil  the  statutory  limitation  for  the  filing 
of  claims  or  suits  has  expired.  (See  paragraph  Ic.) 

7.  Accidents  Affecting  Government  Property  Only.  TIhen  an  accident  oc- 
curs  involving  Government  property  only  and  no  private  person  is  af- 
fected, a report  for  claims  pxirposes  need  not  be  made.  * 
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3163.  Claims  for  Private  Property  Damaged  in 
Connection  with  National  Forests.-  Reimhursement 
not  exceeding  $500  on  any  one  claim  may  he  made  to 
owners  of  private  property  for  damage  or  destruc- 
tion caused  hy  employees,  without  negligence,  in 
connection  with  the  protection,  administration,  or 
in^rovement  of  the  national  forests;  payment  may  he 
made  only  from  funds  appropriated  for  the  protec- 
tion, administration,  and  improvement  of  the  na- 
tional forests. 

Such  claims  with  supporting  papers  shall  he 
submitted  to  the  Secretary  with  the  recommendation 
of  the  bureau.  After  determination  hy  the  Secre- 
tary claims  will  he  returned  to  the  bureau.  Claims 
approved  hy  the  Secretary  will  he  paid  through  the 
usual  disbursing  channels  while  persons  whose 
claims  have  been  disapproved  will  he  notified  hy 
the  bureau  of  the  decision.  (1057) 


DEPARTMENT  OF  AGRICULTURE 


WASHINGTON 

September  21,  193^ 


AMEIDDMENT  TO  THE  REGULATIONS 


Amendment  No.  39* 

There  appears  on  the  reverse  side  of  this 
sheet  an  amendment  to  paragraph  31^3)  ” Claims  for 
Private  Property  Damaged  in  Connection  with  Nation- 
al Forests.  This  paragraph  incorrectly  stated 
that  these  claims  should  he  submitted  to  the  Direc- 
tor of  Finance  for  submission  to  the  General  Ac- 
counting Office.  Inasmuch  as  the  Secretary  is  au- 
thorized to  settle  such  claims  this  paragraph  has 
been  amended. 

All  copies  of  the  Regulations  should  be  amend- 
ed accordingly. 

Inasmuch  as  this  title  has  been  included  in 
the  Table  of  Contents  and  the  Index  no  additions  to 
those  sections  are  required. 

V <x 


Secretary. 
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3164,  Claims  for  Private  Property  used  by  Forest  Service.  Reimburse- 
ment for  loss  or  damage  of  property  obtained  by  the  Forest  Service,  for 
the  use  of  that  service,  from  employees  or  other  ovmers  may  be  made  up- 
on approval  of  the  chief  of  the  Forest  Service  or  a regional  forester 
in  an  amount  not  exceeding  $50, 

Claims  in  excess  of  $50  may  be  paid  only  on  approval  of  the  Secretary, 
and,  except  when  the  property  ms  obtained  for  a fire  fighting  emergency, 
no  reimbursement  may  exceed  $50  unless  the  claim  is  supported  by  a written 
contract  of  hire  or  lease.  Claims  approved  by  the  Secretary  will  be  re- 
turned to  the  Forest  Service  for  settlement  throu^  regular  channels. 

Such  claims  must  be  accompanied  by  a statement  from  a responsible  adminis- 
trative officer  describing  the  loss  or  damage  and  the  circumstances  under 
vdiich  it  occurred,  certifying  that  the  damage  was  not  caused  by  the  negli- 
gence of  any  Government  employee  and  shoving  that  the  property  was  ob- 
tained for  and  was  under  the  jurisdiction  of  the  Forest  Service,  (943) 

3165,  Doubtful  Claims  Ifader  Existing  or  Lapsed  Appropriations,  The 
Budget  and'  Accounting  Act  of  June  lo7  1921  (42  Stat,  24)  provides  that 
ao  claim  involving  a doubtful  question  of  law  or  fact  shall  be  paid  by 
any  disbursing  officer  or  agent  of  the  United  States  except  pursuant  to 
specific  statutory  authority  or  by  direction  given  in  accordance  with  the 
provisions  of  such  Act,  but  shall  be  settled  and  adjusted  in  the  General 
Accounting  Office,  This  Act  also  provides  that  the  General  Accounting 
Office  shall  receive,  examine,  and  consider  the  justice  and  validity  of 
all  claims  imder  appropriations,  the  balances  of  which  have  been  exhausted 
or  carried  to  the  surplus  fund.  (See  also  Regulation  3167.)  (31  U.  S,  C.  71) 

^ Claims  involving  doubtfiil  questions  of  law  or  fact,  whether  under  an 
existing  appropriation  or  an  appropriation  the  balance  of  vfaich  has  been 
exhausted  or  carried  to  the  surplus  fund,  shall  be  accompanied  by  all  ma- 
terial papers,  an  administrative  report  in  detail  with  recomiiendations, 
and  a properly  executed  Fona  AD-42  and  forwarded  to  the  Director  of  Finance 
for  review,  approval  of  Foim  AD-42,  and  submission  to  the  General  Account- 
ing Office,  except  that  the  following  classes  of  claims  may  be  submitted 
by  the  bureaus  directly  to  the  General  Accovmting  Office  and  the  accom- 
panying Form  AD-42  signed  by  a bureau  official  occupying  or  acting  in 
a position  which  has  been  designated  for  this  purpose  by  the  Secretary; 

(a)  claims  involving  undelivered,  lost,  or  canceled  checlcs,  or  checks 
drawn  to  deceased  persons  or  to  wrong  persons,  or  drawn  in  wrong  amounts; 

(b)  claims  based  on  duplicate  invoices  or  vouchers;  (c)  claims  for  amounts 
due  deceased  or  legally  incompetent  employees  and  individual  contractors 
or  other  public  creditors  who  are  deceased  or  legally  incompetent;  (d) 
claims  of  bankrupt  creditors;  (e)  claims  involving  vouchers  which  the 
General  Accounting  Office  has  requested  for  set-off  purposes;  (f)  claims 
for  amounts  deposited  into  the  Miscellaneous  Receipts  accoimt  and  payable 
from  "Refund  of  Moneys  Erroneously  Received  and  Covered";  (g)  claims  for 
indemnity  payments  for  diseased  animals  destroyed. 

Claims  not  involving  qxiestions  of  law  or  fact,  properly  chargeable  to 
appropriations  the  balances  of  'iriiich  have  been  carried  to  the  surplus 
fund,  which  could  otherwise  be  paid  by  a disbursing  officer  in  the  usual 
manner,  may  likewise  be  submitted  by  the  bureaus  directly  to  the  Greneral 
Accounting  Office  without  clearing  through  the  Office  of  Budget  and  Finance. 

3166.  Meritorious  Claims,  The  Act  of  April  10,  1928,  45  Stat.  413,  pro- 
vides that  when  there  is  filed  in  the  General  Accounting  Office  a claim 
or  demand  against  the  United  States  that  may  not  lawfully  be  adjusted  by 
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3166,  (cont,  1)  the  use  of  an  appropriation  theretofore  made,  but  which 
claim  or  demand  in  the  Judgment  of  the  Comptroller  General  of  the  United 
States  contains  such  elements  of  legal  liability  or  eqxiity  as  to  be  deserr- 
ing  of  the  consideration  of  the  Congress,  the  Comptroller  General  shall 
submit  the  claim  or  demand  to  the  Congress  by  a special  report  containing 
the  material  facts  and  his  recommendation  thereon,  (See  also  Regulation 

3167, )  (1667g) 

Claims,  believed  by  the  bureau  concerned  to  fall  within  this  class,  shall 
be  forwarded  to  the  General  Accounting  Office  for  consideration  by  the 
Comptroller  General,  Such  claims  shall  be  forwarded  through  regxxlar  chan- 
nels to  the  Director  of  Finance  and  shall  be  accompanied  by  all  material 
papers,  an  administrative  report  in  detail  vdth  recommendations,  and  a 
properly  executed  Form  AD-42. 

3167,  Statutory  Limitation  on  Claims,  Public  No,  820,  76th  Congress, 
approved  October’  9,  1940,  provides  that  every  claim  or  demand  (except  a 
claim  or  demand  by  any  State,  Territory,  possession,  or  the  District  of 
Columbia)  against  the  United  States  cognizable  by  the  General  Accounting 
Office  under  section  305  of  the  Budget  and  Accounting  Act  of  June  10,  1921 
(42  Stat,  24),  and  the  Act  of  April  10,  1928  (45  Stat,  413),  shall  be  for- 
ever barred  unless  such  claim,  bearing  the  signature  and  address  of  the 
claimant  or  of  an  authorized  agent  or  attorney,  shall  he  received  in  that 
office  within  ten  full  years  after  the  date  such  claim  first  accrued* 

This  Act  also  provides  that  when  a claim  of  any  person  serving  in  the  mili- 
tary or  naval  forces  of  the  United  States  accrues  in  time  of  war,  or  when 
war  intervenes  within  five  years  after  its  accmal,  such  claim  may  be  pre- 
sented within  five  years  after  peace  is  established. 

The  Act  fvirther  provides  that  whenever  any  claim  barred  by  such  Act  shall 
be  received  in  the  General  Accounting  Office,  it  shall  be  returned  to  the 
claimant,  with  a copy  of  this  Act,  and  such  action  shall  be  a con5)lete  re- 
sponse without  further  comunication.  (See  also  Regulations  3165  and  3166.) 

Officials  responsible  for  the  examination  and  clearance  of  claims  should 
take  such  action  as  may  be  necessary  to  avoid  disbarment  of  claims  because 
of  undue  delay  in  the  Department, 


Revised  1-23-41  (Amendment  116) 


REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


FUNDS 


3171,  Safekeeping  of  Public  Money*  Employees  charged  with  the 
safekeeping  of  public  money  shall  be  held  personally  liable  for 
such  funds,  (1702) 

3172,  Responsibility  for  Accounting  for  Public  Money, 

1,  *The  term  "public  moneys"  as  used  in  this  regulation  shall  mean 
all  specie,  currency,  or  instniments  having  monetary  value  received 
on  behalf  of  the  United  States,  or  by  an  employee  of  the  United 
States  in  his  official  capacity,  as  the  result  of  sales;  refunds; 
discounts;  deposits  made  «s  a pledge,  security,  etc,;  collections; 
or  otherwise,* 

2,  *Employees  handling  public  moneys  of,  or  on  behalf  of,  the 
United  States  must  account  for  the  receipt  and  disposition  of  all 
public  moneys  handled  by  them.  Failure  to  account  for  such  public 
moneys  is  a violation  of  the  criminal  code  of  the  United  States, 

(1265;  1275;  I68O;  1703)  (See  also  Regulation  3^2, )* 

3*  ♦The  chief  of  each  bureau  shall  be  responsible  for  seeing  that  there 
are  maintained  such  records,  procedures,  and  other  internal  controls 
as  are  necessary  to  insure  the  proper  and  safe  custody,  administra- 
tion, and  accounting  of  all  public  moneys  handled  by  the  employees 
of  his  bureau,  (See  Regulation  3H5»)  In  addition,  he  shall  be 
responsible  for  providing  audit  programs  to  determine  the  adequacy 
of  the  existing  records,  procedures,  and  controls,* 

4,  *The  records,  procedures,  and  controls  shall  include  protective 
mechanisms  representing  the  maximum  obtainable  within  the  limits 
of  practical  operation.  These  shall  include,  wherever  practicable, 
pre-numbered  receipts,  the  regular  reporting  of  collections  to 
appropriate  accounting  offices  for  verification,  the  prompt  deposit 
of  all  collections  in  authorized  depositaries,  provisions  for  ob- 
taining collections  in  the  form  of  checks  or  drafts  made  payable 
to  the  Treasurer  of  the  United  States,  independent  verification 
with  debtors  of  amounts  owed  the  Government  and  amounts  paid,  and 
other  similar  devices,* 

5*  *The  audit  programs  maintained  shall  provide  for  audits  to  be 
made  at  least  annually  (but  much  more  frequently  in  most  cases) 
by  employees  not  immediately  responsible  for  handling  the  public 
moneys  involved,  except  that  the  Director  of  Finance  may  approve 
plans  for  the  performance  of  audits  at  less  frequent  intervals  or 
for  use  of  other  effective  controls  in  lieu  of  audits  upon  a show- 
ing that  the  interests  of  the  Government  will  be  fully  protected,* 

6,  *The  records,  procedures,  internal  controls,  and  audit  programs 
prescribed  and  maintained  for  moneys  received  on  behalf  of  the 
Government  must  provide,  consistent  with  the  nature  of  the  activity, 

(1)  a determination  of  the  eunounte  received,  (2)  a determination  that 
the  proper  amounts  have  been  deposited  in  accordance  with  existing 
law  and  the  regulations  of  the  Department,  and  (3)  an  accounting  by 
each  employee  handling  public  moneys  for  the  receipt  and  disposition 
thereof,* 

(See  also  Regulation  4223*) 

31?3«  Private  Ifae  of  Public  Itonev  Prohibited,  It  is  unlawful  for 
any  employee  handling  funds  of  the  United  States  to  convert  to  his 
own  use,  loan  with  or  without  interest,  or  deposit  in  any  bank  or 
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3173  (cont.)  exchange  for  other  funds,  any  public  money  entrusted 
to  him,  except  as  specifically  allowed  by  law.  No  employee  may  use 
official  funds  for  the  purpose  of  cashing  checks  of  any  kind,  whether 
public  or  private.  No  employee  shall  carry  on  any  trade  or  business, 
not  specifically  authorized  by  law,  in  the  funds  or  property  of  the 
United  States.  (I2b3,  1264,  1276,  1702) 

3174.  Withholding  Public  Money  Prohibited.  No  employee  handling 
public  funds  may  withhold  such  funds  without  specific  authorization. 
(1262,  1676) 

3175*  Deposit  of  Public  Money.  Section  3621  of  the  Revised  Statutes 
provides  that  ”Every  person  who  shall  have  moneys  of  the  United 
States  in  his  hands  or  possession,  and  disbursing  officers  having 
moneys  in  their  possession  not  required  for  current  expenditure, 
shall  pay  the  same  to  the  Treasurer,  or  some  public  depositary  of 
the  United  States,  without  delay,  and  in  all  cases  within  thirty  days 
of  their  receipt.”  For  the  better  protection  of  the  Government,  how- 
ever, the  Department  requires  that  every  employee  who  shall  have 
funds  for  which  the  Department  is  responsible  shall  transmit  the  same 
to  the  proper 
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fiscal  or  administrative  officer  or  deposit  the 
same  in  a Federal  Reserve  Bank  or  other  authorised 
Government  depositary  to  the  credit  of  the  proper 
dishursing  officer,  such  transmission  or  deposit 
to  he  made  within  twenty-four  hours  if  practicable 
hut  in  every  case  within  one  week  after  receipt 
of  such  funds,  (1266,  1679 > 1702) 

3176.  Proceeds  of  Sales  of  Material,-  Pro- 
ceeds of  sales  of  old  material,  condemned  stores, 
supplies  or  other  public  property  shall  he  de- 
posited in  the  Treasury  as  Miscellaneous  Receipts, 
on  account  of  ’’proceeds  of  Government  property,” 

The  e:5)ensea  of  the  sale  of  such  material  and  the 
cost  of  postal  money  orders  may  he  deducted  from 
the  gross  amounts  received,  the  net  proceeds  being 
remitted  to  the  designated  officer  or  depositary. 

The  transfer  of  public  property  from  one  hu^ 
reau  or  department  to  another  is  not  a sale  w;i th- 
in the  meaning  of  section  36IS  of  the  Revised  Stat- 
utes, and  it  is  not  required  that  the  money  re- 
ceived therefor  shall  he  covered  into  the  Treasury 
as  Miscellaneous  Receipts#  Reimbursement  should 
he  made  therefor  and  the  moneys  so  received  repaid 
to  the  appropriation  available  for  replacement  or 
as  otherwise  specifically  directed  or  authorized 
by  law.  Reimbursements  for  surplus  materials,  sup- 
plies, and  equipment  for  which  replacement  is  un- 
necessary will  be  covered  into  the  Treasury  as 
Miscellaneous  Receipts,  (1672,  1674,  I675)  (See 
also  Paragraphs  4422  and  31^3*) 

3177«  Foreign  Currency,-  All  claims  for  re- 
imbursement of  expenditures  made  in  foreign  cur- 
rency should  show  the  amount  of  foreign  money  ex- 
pended, the  rate  of  conversion,  and  be  converted 
and  stated  in  dollars.  The  rate  of  conversion 
should  be  supported,  whenever  practicable,  by 
evidence  that  the  rate  shown  was  the  rate  current 
on  the  date  of  conversion. 

All  reimbursement  vouchers  in  which  there  is 
conversion  of  foreign  currency  are  for  transmittal 
to  the  General  Accounting  Office  for  preaudit. 
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REGIILATTOHS  CF  TKE  U.  S.  DEFARTT^XTT  OF  AGRICULTURE 


Payments 


3181.  Disbursing. 

1.  In  accordance  with  Executive  Order  No.  6166,  dated  June ^10, 

1933j  disbursements  for  the  Department  of  Agriculture  are  made 
by  the  Division  of  Disbijrsement  of  the  Treasury  Department,  at 
the  head  of  which  is  a Chief  Disbursing  Of-^^icer.  In  addition  to 
the  central  disbursing  offices  in  Yfeshington,  regional  offices 
under  the  Chief  Disbursing  Officer  are  established  throughout  the 
United  States  to  facilitate  prompt  payments.  The  Division  of 
Disbui'sement  ma;/  disbiurse  moneys  for  the  Department  of  Agricul- 
ture only  upon,  and  in  strict  accordance  with,  vouchers  duly 
certified  by  the  Secretar;y-  or  by  an  officer  or  emplovee  of  the 
Department  duly  authorized  in  writing-  by  the  Secretary  to  certify 
such  vouchers. 

2.  While  the  payment  to  the  creditor  is  ordinarily  made  directly 
by  the  Disbursing  Officers,  em.ployees,  under  conditions  covered 
by  Regulation  3333,  "Cash  Purchases,"  and  when  in  travel  status 
as  provided  in  the  Standardised  Government  Travel  Regulations, 
may  use  personal  funds  for  payment  of  obligations  of  the  Govern- 
ment and  subsequently  be  reimbursed  by  the  Government. 

3182.  Advances  of  Public  T/oneys. 

1.  No  advances  of  public  moneys  shall  be  made  in  any  case 
whatever,  except  as  otherwise  provided  by  law.  (31  U.  S.  C.  529 •) 

2.  The  exceptions  * permitted  under  the  * law  for  the 
Department  as  a whole  are  as  follows : 

a.  Subscription  charges  for  newspapers,  magazines,  and  other 
periodicals  for  official  use  of  the  Department  may  be  paid  in 
advance  from  appropriations  available  therefor.  (31  U.  S.  C.  530.) 
(See  Regulations  1912,  191^.) 

b.  ^ Rental  charges  for  post  office  boxes  for  official  use 

may  be  paid  in  advance  on  an  annual  basis.  (25  Comp.  Gen.  S3k*) 

c.  Charges  for  materials,  supplies,  equipment,  work,  or  services 
to  be  furnished  by  another  Government  agency  pursuant  to 
section  6OI  of  the  Act  of  June  30,  1932,  may  be  paid  in  advance. 

(31  U.  S.  C.  686.) 

d.  Advances  of  funds  m.ay  be  made  for  proper  subsistence 
expenses  of  official  travel,  and  for  expenses  incident  to  shj.pm.ent 
of  the  household  goods  and  personal  effects  of  employees  transferred 
from,  one  duty  station  to  another  within  the  continental  limits 

of  the  United  States.  (5  U.  S.  C.  828;  Public  Law  600,  79th 
Congress,  apnroved  August  2,  I9U6.)  (See  RegiuLations  31ii2, 

3h3h,  3U35.)  * 

e.  Advances  of  money  m.ay  be  made,  under  the  Act  of  June  3,  1902, 
for  duly  authorized  expenditiires  for  objects  not  within  the 

travel  expense  category.  (31  U.  S.  C.  533.)  (See  Regulations  3lli2, 
3h3h.) 

Employees  of  the  Department  stationed  abroad  m.ay,  with 
t'^e  approval  of  the  Secretary,  enter  into  leasp<^  for  official 
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3182.  (cent.  1)'  quarters  for  periods  not  exceedirxg  one  year,  and 
pay  rent,  telephone,  subscriptions  to  publications,  and  other  expenses 
incident  to  the  conduct  of  their  offices  and  the  discharge  of  their 
duties,  in  advance,  in  any  foreign  country  where  c\istom  or  practice 
requires  painnent  in  advance.  General  authority  for  a bureau  to  permit 
its  employees  to  pay  for  such  items  in  advance  may  be  obtained  from 
the  Secretiiry.  A signed  copy  of  such  authorization  must  be  sent  to 
the  General  Accounting  Office  for  file  and  a reference  to  the  authoriza- 
tion should  be  made  on  vouchers  covering  pavments  thereunder.  (5  U.  S.  C. 
5ii3b.) 

^ ^ ^ 


Revised  5-8-U7  (Amendment  2h2) 
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Payments 


3183,  Cooperative  Funds, 

3184,  Discounts,  It  is  important  that  the  Government  receive  the  full 
benefit  of  all  offers  of  discounts  for  payment  within  specified  periods. 
Discounts  should  not  be  taken  when  payment  is  made  after  the  specified 
time  period  has  expired,  unless  authorized  in  writing  by  the  vendor. 

The  deduction  of  discounts  under  written  agreements  covering  pvtrchase 

of  supplies  by  the  Government  is  authorized  only  v;hen  the  vendor  makes 
an  express  offer  of  such  discounts  in  his  bid  or  agre^ient.  Discounts 
stated  on  billheads  should  be  taken  on  purchases  made  in  the  open  market 
without  special  authorization  from  the  vendor, 

^Vhere  a contract  provides  for  a discount  for  cash  if  paid  within  a fixed 
time,  and  the  voucher  is  paid  for  the  full  amount,  an  explanation  should 
be  furnished  with  the  voucher  showing  why  the  larger  amount  was  paid, 

VJhere  there  is  any  question  as  to  the  ri^t  to  deduct  the  discount  at 
the  time  of  payment  of  a voucher,  the  discount  should  be  deducted  by  a 
disbursing  officer  and  payment  of  the  balance  tendered  the  payee,  who, 
if  not  satisfied,  nay  accept  the  payment  under  protest  and  file  claim 
in  the  General  Accounting  Office  for  refund  of  the  amount  deducted, 

3185,  Partial  Payments.  In  all  cases  of  contracts  for  the  performance 
of  any  service  or  the  delivery  of  articles  of  any  description,  partial 
payments  may  be  made  V7hen  so  provided  by  the  terms  of  the  contract  but 
shall  not  exceed  the  value  of  the  service  rendered  or  of  the  articles 
delivered  previous  to  such  payment, 

3186,  Payments  Due  Employees  or  Creditors  Ytho  Are  Deceased  or  Incompetent 
or  Merged.  Dissolved,  or  Liquidated  Corporations,  Checks  drawn  by  a 
disbursing  officer  or  agent  of  the  United  States  which  can  not  be  paid 
because  of  the  death  or  incompetence  of  the  payee  or  because  the  check 
is  drawn  to  a merged,  dissolved,  or  liquidated  corporation  or  other  payee 
no  longer  in  existence  or  being,  shall  be  returned  to  the  issuing  dis- 
bursing officer  or  agent  for  transmission  to  the  General  Accounting  Office 
for  payment  of  the  proceeds  thereof  to  the  person  ascertained  to  be  en- 
titled thereto,  upon  presentation  of  a valid  claim. 

Claims  for  amounts  due  deceased  employees  and  individual  deceased  con- 
tractors or  other  public  creditors  shall  be  made  on  Standard  Foim  1055 
Revised,  No  special  claim  form  is  required  in  the  case  of  incompetents. 
However,  a certificate  of  the  court  showing  the  appointment  and  quali- 
fication of  the  claimant  as  guardian  or  committee  must  accompany  the  claim. 
All  claims  for  amounts  due  in  deceased  or  incompetency  cases  and  claims 
involving  a merged,  dissolved,  or  liquidated  corporation  or  other  payee 
no  longer  in  existence  or  being,  may  be  submitted  by  the  bureaus  directly 
to  the  General  Accounting  Office  accompanied  by  a Fom  AD-42  properly 
executed  and  signed  by  a bureau  official  occupying  or  acting  in  a position 
which  has  been  designated  for  this  purpose  by  the  Secretary,  (See  also 
Regulations  3158  and  3213.)  ^ 


Revised  3-4-47  (Amendment  235) 
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TAXES 


3191*  Federal  Tetxes 

* (Canceled.  Instructions  on  this  subject  will  be  issued  peri- 
odically as  the  need  arises  due  to  changes  in  the  tax  laws  or 
regulations.)  * 

3192*  State  and  Local  Taxes 

1*  There  is  no  authority  in  any  State,  county,  municipality,  or 
other  political  subdivision  to  tax  the  United  States  and  pur- 
chases by  the  Federal  Government  are  exempt  from  all  taxes  im- 
posed 1:^  such  agencies*  No  appropriation  may  be  used  for  the 
payment  of  State  or  other  local  t€Lxes  unless  such  payment  is 
necessary  to  secure  articles  or  supplies  for  official  use* 

2*  State  or  local  taxes  are  not  chargeable  to  the  Federal  Govern- 
ment where  the  tax  is  collectible  (l)  from  the  consumer,  or  (2) 
direct  from  the  dealer  who  sells  to  the  Federal  Government*  Tax 
exemption  certificates,  Standard  Form  No*  1094,  Revised,  should 
be  issued  to  the  vendor  covering  taxable  articles  on  which  tax 
exemption  is  granted,  issuing  a separate  certificate  for  the 
State  or  other  local  tax*  If  the  tax  is  collected  from  an  agency 
previously  handling  the  article  and  the  amount  thereof  is  included 
in  its  price  to  the  dealer  selling  to  the  Department,  the  Govern- 
ment is  not  entitled  to  tax  exemption  unless  exemption  is  granted 
by  local  laws  or  regulations* 

3*  In  states  having  a dealer's  tax,  purchases  so  far  as  prac- 
ticable should  be  made  from  dealers  who  pay  taxes  direct  to  the 
teix  authorities  in  order  to  obtain  exemption  from  the  tax,  unless 
(a)  other  dealers  are  willing  to  reduce  their  prices  by  the  amount 
of  the  tax,  or  (b)  Government  purchases  are  by  local  law  or  regu- 
lation°  exempted  from  tax* 

4*  When  a dealer  refuses  to  accept  the  teuc  exemption  certificate 
and  payment  of  the  tax  is  required,  the  certificate  will  be  issued 
and  the  dealer  will  be  required  to  sign  it  in  the  space  provided 
therefor*  In  addition,  duplicate  receipts  will  be  obtained  to 
support  cash  payments*  The  tax  exemption  certificate  and  the 
duplicate  receipt  will  be  used  in  administrative  efforts  to  ob- 
tain refund  from  the  taxing  authorities  of  the  amount  of  tax  paid* 
Further  instructions  regarding  the  use  of  tax  exemption  certifi- 
cates are  contained  in  General  Accounting  Office  General  Regulations 
No*  86,  Revised* 


Revised  6-9-44  (Amendment  I87) 
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3211.  Computation  of  Salary.  * Canceled.  ^ 

3212.  Annual  Salary  Rates.  * Canceled.  * 

3213.  Final  Salary  Payment. 

1.  Final  salary  Is  considered  to  be  all  monies  due  for  services  or 
leave  at  the  time  an  employee  is  separated  from  the  service. 

2.  The  final  salary  payment  to  an  employee  on  an  annual  basis  who  is 
in  an  active  duty  status  at  the  time  of  separation,  or  to  an  employee 
on  a per  4iem  basis  who  has  reported  for  work  on  the  day  of  separation, 
shall  include  pay  for  the  day  of  separation  from  the  service  by  death, 
resignation,  or  other  termination  of  appointment.  The  final  salary 
payment  to  an  eB5)loyee  paid  by  the  hour,  or  by  the  job,  shall  include, 
as  to  the  day  of  separation  from  the  service,  pay  only  for  the  number 
of  hours  actually  worked,  or  for  the  job  or  Jobs  completed,  respec- 
tively, on  said  day  of  separation. 

3.  Before  the  final  salary  payment  is  made  to  an  employee  whose  serv- 
ice has  been  terminated  by  resignation,  etc.,  it  shall  be  the  duty  of 
the  responsible  officer  concerned  to  determine,  by  certification  of 
employees  maintaining  the  related  records  or  otherwise,  whether  such 
employee  is  indebted  to  the  United  States  for  official  property, 
advance  of  funds,  suspensions,  disallowances,  etc. 

4.  Whenever  an  ec^ployee  is  Indebted  to  the  United  States  on  any  account 
at  the  time  of  sei>aration,  the  voucher  covering  the  salary  or  compensa- 
tion otherwise  due  such  employee  shall  not  be  submitted  for  payment  in 
the  usual  manner,  but  shall  be  referred  to  the  General  Accounting  Office 
for  adjustment  and  settlement.  (U.  S.  C.  71;  Section  236,  Revised 
Statutes,  as  amended  by  section  305,  Budget  and  Accounting  Act  of  June  10, 
1921,  42  Stat.  24.)  lie  administrative  report  submitted  with  the  voucher 
to  the  General  Accounting  Office  shall  include  a statement  in  regard  to 
the  former  employee’s  responsibility  for  official  property,  advance  of 
funds,  suspensions  or  disallowances,  or  other  Indebtedness  to  the  United 
States.  Vouchers  covering  salary  or  compensation  due  en?)loyeos  who  are 
deceased  shall  in  every  instance  be  forwarded  to  the  General  Accounting 
Office  for  adjustment  and  settwleraent.  This  procedure  shall  be  followed 
whether  or  not  the  parties  in  Interest  have  consented  to  a set-off, 

and  regardless  of  whether  the  indebtedness  does  or  does  not  involve  an 
item  for  which  credit  has  been  disallowed,  (47,  79,  115-2,  249.)  (See 
also  Regulations  3114  and  3233.) 

3214.  Additional  Compensation.  Ifcless  specifically  authorized  by 
law  employees  of  this  Department  shall  not  accept  any  other  Federal 
salary  if  the  combined  annual  rate  of  all  salaries  received  exceeds  $2,000. 
(The  pay  of  officers  and  enlisted  men  retired  from  the  Army,  Navy, 

Marine  Corps  and  Coast  Guard,  and  the  pay  of  officers  and  enlisted  men 
of  the  organized  militia  or  naval  militia  of  a State,  Territory  or 
the  District  of  Colvunbia  are  not  subject  to  this  limitation.)  (See 
also  Regulations  2551-2557.) 

An  eu5>loyee  whose  rate  of  compensation  is  $2,500  ^er  agnun  or  more 
shall  not  receive  compensation  from  any  other  position  in  the  Federal 
Government,  except  that  a. retired  officer  of  the  Army,  Navy,  Marine 


Revised  4-22-47  (Amendment  238) 
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3214,  (cont.  1)  Corps,  or  Coast  Guard  uay  be  appointed  in  this  Depart- 
ment by  the  President  by  and  with  the  advice  and  consent  of  the  Senate. 

A retired  enlisted  nan  of  the  Army,  Navy,  Marine  Corps  or  Coast  Guerd, 
or  an  officer  of  such  organizations  retired  for  injury  or  incapacity 
incurred  in  line  of  duty,  raay  be  appointed  to  a position  in  this  Depart- 
ment regardless  of  the  compensation  attached  thereto,  except  that  a 
retired  cor:imissioned  officer  (unless  retired  for  disability  incurred 
in  combat  vdth  an  enemy  of  the  United  States)  appointed  to  a position 
in  this  Department  is  entitled  to  retired  pay  only  at  a rate  which 
together  vdth  his  salary  will  not  exceed  the  rate  of  $3,000  per  annum;  if 
his  retired  pay  amounts  to  or  exceeds  the  rate  of  $3,000  per  annura, 
election  nay  be  made  between  such  retired  pay  and  the  pay  of  the  civilian 
position. 

Unless  specifically  authorized  by  lav;,  no  employee  of  this  Department 
shall  be  paid  additional  salary  for  extra  work  of  any  kind  in  any  bureau, 
division,  or  other  subdivision  of  the  Department  of  Agriculture,  nor 
shall  any  civilian  retired  for  age  be  appointed  to  any  position  in  this 
Department.  (1,26,  54,  61,  62,  63,  66,  67,  68,  176,  513). 

3215,  Compensation  of  Part  Time  Employees.  * Canceled,  * 

3216.  Deductions  for  Leave  Without  Fay.  * Canceled,  * 

3217.  Pay  for  Sundays  and  Holidays.  * Canceled.  * 


Revised  4-22-47  (Amendment  238) 


UNITED  STATES  DEPARTMENT  OF  AORICULTURE 
Office  of  the  Secretary 
Washington  25,  D, 


October  11,  1945 


AMENTMENT  NO.  214  TO  THE  REGULATIONS  OF  THE  Iffi:PAR'I^^ENT 


The  attached  revision  of  Regulation  3213  is  effective  immediately. 
The  principal  changes  friiich  have  been  made  are  as  folloirst 

Final  a^alary  is  defined  (paragraph  1), 

References  to  final  salary  payment  to  an  employee  on  leave 
(paragraph  2)  and  to  disbursing  officer’s  account  (paragraph  4) 
have  been  deleted. 


Assistant  Secretary 
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REGDIATIDNS  OF  IHE  U.  S.  DEPARTMENT  OF  ASICULTURE 


Condensation 


3215.  Final  Salary  Payment. 

1*  ♦ Final  salary'  is  considered  to  be  all  monies  due  for  services  or 

leave  at  the  time  an  employee  is  separated  from  the  service.  ♦ 

2.  The  final  salary  payment  to  an  employee  on  an  annual  basis. -who  is 
in  an  active  duty  status  at  the  time  of  separation,  or  to  an  employee 
on  a per  diem  basis  who  has  reported  for  work  on  the  day  of  separation, 
shall  include  pay  for  the  day  of  separation  from  the  service  by  death, 
resignation,  or  other  termination  of  ax^pointment.  The  final  salairy 
payment  to  an  employee  paid  by  the  hour,  or  by  the  job,  shall  include, 
as  to  the  day  of  separation  from  the  service,  pay  only  for  the  number 
of  hours  actually  worked,  or  for  the  job  or  jobs  completed,  respec- 
tively, on  said  day  of  separation.  *** 

3.  Before  the  final  salary  payment  is  made  to  an  employee  whose  serv- 
ice has  been  terminated  by  resignation,  etc.,  it  shall  be  the  duty  of 
the  responsible  officer  concerned  to  determine,  ♦ by  certification  of 
employees  maintaining  the  related  records  or  otherwise,  whether  such 
employee  is  indebted  to  the  tJnited  States  for  official  property, 
advance  of  funds,  suspensions,  disallowances,  etc.  ♦ 

4.  Ihenever  an  etqsloyee  is  indebted  to  the  United  States  on  auiy  account 
at  the  time  of  s^auration,  the  voucher  covering  the  salairy  or  compensa- 
tion otherwise  due  such  employee  shadl  not  be  submitted  for  payment  in 
the  usual  manner,  but  shall  be  referred  to  the  lenei'al  Accounting  Office 
for  adjustment  and  settlement,  (♦  U.  S,  C.  71;  * Section  236,  Revised- 
Statutes,  as  amended  by  section  305,  Budget  and  Accounting  Act  of  June  10, 
1921,  42  Stat.  24.)  The  administrative  report  submitted  with  the  voucher 
to  tte  General  Accounting  Office  shall  include  a statement  in  regard  to 
the  former  employee’s  responsibility  for  official  property,  advance  of 
funds,  suspensions  or  disallowances,  or  other  indebtedness  to  the  tiiited 
States,  Vouchers  covering  salary  or  compensation  due  employees  who  are 
deceased  shall  in  every  instance  be  forwarded  to  the  General  Accounting 
Office  for  adjustment  and  settlement,  ♦ This  procedure  shall  be  fol- 
lowed whether  or  not  the  parties  in  interest  have  consented  to  a set-off, 
and  regardless  of  whether  the  indebtedness  does  or  does  not  involve  an 
item  for  which  credit  has  been  disallowed,  (47,  79,  115-2,  249.)  (See 
also  Regulations  3114  and  3233.)  * 


Revised  10-11-45  (Amendment  214) 
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Compensation 


3214.  Additional  Compensation.  Unless  specifically 
authorized  by  law  employees  of  this  Department  shall 
not  accept  any  other  Federal  salary  if  the  combined 
annual  rate  of  all  salaries  received  exceeds  $2,000* 
(The  pay  of  officers  and  enlisted  men  retired  from 
the  Amyj  Navy,  Marine  Corps  and  Coast  Guard,  and 
the  pay  of  officers  and  enlisted  men  of  the  organi- 
zed militia  or  naval  militia  of  a State,  Territory 
or  the  District  of  Columbia  are  not  subject  to  this 
limitation.)  (See  also  Regulations  2551-2557.) 

An  employee  whose  rate  of  compensation  is 
$2,500  per  annum  or  more  shall  not  receive  compen- 
sation frcm  any  other  position  in  the  Federal  Gov- 
ernment, except  that  a retired  officer  of  the  Army, 
Navy,  Marine  Corps,  or  Coast  Guard  may  be  appointed 
in  this  Department  by  the  President  by  and  with 
the  advice  and  consent  of  the  Senate*  A retired 
enlisted  man  of  the  Army,  Navy,  Marine  Corps  or 
Coast  Guard,  or  an  officer  of  such  organizations 
retired  for  injury  or  incapacity  incurred  in  line 
of  duty,  may  be  appointed  to  a position  in  this  De- 
partment regardless  of  the  compensation  attached 
thereto,  except  that  a retired  commissioned  offi- 
cer (unless  retired  for  disability  incurred  in  com- 
bat with  an  enemy  of  the  United  States)  appointed 
to  a position  in  this  Department  is  entitled  to  re- 
tired pay  only  at  a rate  which  together  with  his 
salary  will  not  exceed  the  rate  of  $3,000  per 
annum;  if  his  retired  pay  amounts  to  or  exceeds  the 
rate  of  $3>000  per  annum,  election  may  be  made  be- 
tween such  retired  pay  and  the  pay  of  the  civilian 
position. 

Unless  specifically  authorized  by  law,  no  em- 
ployee of  this  Departm«it  shall  be  paid  additional 
salary  for  extra  work  of  any  kind  in  any  bureau, 
division,  or  other  subdivision  of  the  Department  of 
Agriculture,  nor  shall  any  civilian  retired  for  age 
be  appointed  to  any  position  in  this  Department. 

(i,  26,  54,  61,  62,  63,  66,  67,  68,  176,  513). 


DEPARTMENT  07  AGRICULTURE 


lASRINaTON 


August  5,  1940. 


AMliMTlIBWT  TO  TOE  REQUUTI0N3 


ABendm«cit  No.  104 


The  revision  of  Regulation  3214  entitled  "Additional  Conpensa- 
tion"  tdiieh  appears  on  the  reverse  side  of  this  ^eet  is  promulgated 
effective  imme^ately.  The  following  changes  have  been  made: 

1.  The  parenthetical  statement  in  the  first  paragraph  of  the 
Regulation  has  been  corrected. 

2.  The  second  paragraph  has  been  amended  to  include  retired 
officers  of  the  Marine  Corps  and  Coast  0\;iard  in  accordance  with  the 
Act  of  June  25,  1938  (52  Stat.  1194). 

No  changes  in  the  TAble  of  Contmts  and  in  the  Index  are 
required. 


0 


# 


Acting  Secretary. 


( 


Compensation 


3215.  Compensation  of  Part-time  Employees.  The  basis  on  Trhich 
part-time  employees  should  be  paid  is  the  compensation  for  full- 
time employees  in  a position  vrith  similar  duties  and  responsi- 
bilities. The  compensation  should  be  fixed  at  a rate  having  the 
same  relation  to  the  rate  fixed  by  the  classification  act  for 
full-time  in  a similar  position  ^Mch  the  time  given  to  the 
Department  bears  to  the  time  served  by  a full-time  employee. 

3216.  Deductions  for  Leave  ifflthout  Pay.  Pay  deductions  shall  be 
made  for  each  day  of  absence  or  fraction  thereof  charged  as  leave 
irithout  pay  in  accordance  -with  Regulation  2561.  If  salaiy  is  on 
an  annual  or  monthly  basis,  3 days’  pay  for  February  28  (non-leap 
years)  and  2 days’  pay  for  February  29  shall  be  deducted.  TIhere 
an  employee  reports  for  duty  on  these  days  after  the  opening  hour 
and  remains  until  the  closing  hour  deductions  shall  be  made  for 
the  actual  time  the  employee  is  absent  except  that  15  minutes  shall 
be  -Uie  minimum  charge  and  additional  absence  shall  be  charged  in 
like  multiples.  'Where  the  employee  reports  for  duty  at  the  opening 
hour,  but  leaves  before  the  closing  hour  on  these  days,  deductions 
shall  be  made  for  the  actual  period  of  absence  (in  multiples  of  15 
minutes)  and  in  addition  thereto,  2 days’  pay  if  the  absence  is  on 
February  28  (non-leap  years)  and  1 day’s  pay  if  the  absence  is  on 
February  29  shall  be  deducted.  The  30th  and  31st  days  of  a thirty- 
one  day  month  are  counted  as  one  d^  in  computing  leave  idthout 
pay.  For  leave  of  absence  -without  pay  on  the  31st  day  of  the  month, 
however,  the  day's  pay  is  forfeited, 

3217.  Pay  for  Sundays  and  Holidays.  Qnplqyees  -w^ose  compensation 
is  on  a daily  or  hourly  basis  (including  bona  fide  per  diem 
employees)  shall  be  paid  for  Sundays,  only  if  service  is  performed. 

Permanent  bona  fide  per  diem  employees  who  are  in  a pay 
status  (on  ^ty  or  leave  -with  pay)  immediately  before  and  after 
January  1,  February  22,  May  30,  July  4,  Labor  Day,  November  11, 
Thanksgi-ving,  and  Christmas  shall  be  paid  for,  without  working  on, 
such  statutory  holidays. 

Regular  employees  -vdiose  compensation  is  fixed  at  a rate  per 
day,  per  hour,  or  on  a piece-work  basis  shall  receive  the  same  pay 
for  any  day  on  -which  the  departments  and  establishments  of  the 
Government  are  closed  by  Executive  Order,  as  for  other  days  on 
which  an  ordinary  day*  s work  is  performed. 

Payrolls  covering  the  service  of  daily,  hourly,  or  bona  fide 
per  diem  employees  on  Sundays  and  holidays  must  indicate  that  such 
service  was  required. 

All  other  employees  shall  be  paid  for  Sundays  and  holidays  if 
in  a pay  status  (see  also  Regulation  2521). 

If  the  date  of  a holiday  falls  on  a Sunday,  the  holiday  is  the 
succeeding  Monday. 

Except  as  otherwise  pro-vided  herein,  an  employee  is  in  a pay 
status  on  those  Sundays  and  holidays  -which  (a)  intervene  between 
days  of  official  duty,  (b)  immediately  precede  or  follow  annual 
leave  or  sick  leave,  (c)  immediately  precede  leave  -without  pay, 
and  (d)  immediately  follow  termination  of  a definite  period  of 
*leave  without  pay  administratively  granted  in  advance,  provided 
the  employee  returns  to  duty  the  day  folio-wing  such  Sunday  or 
holiday  (See  Regulation  2561), 

An  employee  is  not  in  a pay  status  on  those  Sundays  and 
holidays  -which  immediately  follow  an  indefinite  period  of  leave 
•without  pay. 


DEPARTMENT  OF  AGRICULTURE 


WASHINGTON 


September  22,  1938 


AMENDMENT  TO  THE  REGULATIONS 


Amendment  No.  72 

A revision  of  regulations  3216  and  3217,  entitled 
"Deductions  for  Leave  -without  Pay"  and  "Pay  for  Sundays  and 
Holidays",  respectively,  appears  on  the  re-verse  side  of  this 
sheet. 

The  primary  reason  fcr  revising  regulation  3216  is  to 
have  its  pro-visions  comply  -with  the  le  in  Executive  Orders 
7409  and  7410  of  July  9,  1936.  Regulation  3217  is  being 
revised  for  the  reason  that  such  regulation  did  not  -take 
into  consideration  the  fact  that  Public  No.  510,  75th 
Congress,  3rd  Session,  appro-ved  May  13,  1938,  makes  the 
11th  day  of  November  in  each  year  a legal  holiday,  and 
that  Public  Resolution  No.  127,  75th  Congress,  3rd  Session, 
approved  June  29,  1938,  pro-vides  for  compensation  for  cer- 
tadn  employees  on  any  day  on  which  the  departments  and 
establishments  of  the  Go-vemment  are  closed  by  Executive 
order. 

The  pro-visions  of  the  regulations,  as  re-vised,  are 
promulgated  effective  immediately. 

Inasmuch  as  these  subjects  have  been  included  in  the 
Table  of  Contents  and  the  Index,  no  additions  need  be  made 
to  these  sections. 


Amendment  No.  108 

A re-vision  of  Regulation  3217  entitled  "Pay  for  Svindays 
and  Holidays"  appears  on  the  reverse  side  of  this  sheet  and 
is  promulgated  effecti-ve  as  of  March  2,  1940. 

The  Regulation  has  been  revised  in  accordance  -with  Exe- 
cutive Order  No.  8385  of  March  29,  1940,  to  allow  pay  for  a 
Sunday  or  holiday  immediately  following  a period  of  sick  leave 
and  preceding  a period  of  leave  without  pay. 

This  re-vision  does  not  require  any  change  in  the  Table  of 
Contents  or  Index. 


Secre-tary. 


November  12,  1940 


AtAENDMENT  TO  THE  REGULATIONS 


Acting  Secretary, 


REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


PAYJCENT  FOR  SERVICES 


3221,  *Names  on  Pay  Rolls > Pay  rolls  shall  show  a given  name, 
additional  initials  or  names,  if  emy,  euid  surname  of  each  offi- 
cer or  employee  entitled  to  payment*  However,  if  an  officer  or 
oaployee,  such  as  a married  woman  or  a legally  adopted  person, 
uses  a former  legal  name  for  praetieally  all  purposes,  such  name 
may,  with  the  approval  of  a responsible  bureau  administrative 
officer,  be  used  on  the  pay  roll  in  lieu  of  such  person's  current 
legal  n£une*  A change  may  not  be  made  in  the  name  used  on  the  pay 
roll  until  a corresponding  change  heis  been  made  in  the  personnel 
records,* 

3222,  *Personal  Services  at  the  Seat  of  Government,  Payment  for 
personal  services  performed  at  the  seat  of  Government  may  be 
made  only  as  specifically  authorized  by  law,  (4-3,  45t  ^6,  147)* 

3223,  Reimbursement  of  Lose  by  Exchyige,  Under  the  provisions 
of  an  act  approved  March  26,  ,1934  (48  Stat,  466),  authorization 
was  made  for  reimbursement  of  losses  sustained  by  employees 
serving  in  foreign  countries  due  to  the  appreciation  of  foreign 
currencies  in  their  relation  to  the  Americain  dollar.  Detailed 
instructions  covering  the  procedure  to  be  followed  in  claiming 
reimbursement  are  contained  in  Budget  and  Finance  circulars, 

(114) 

3224,  Expenses  Incident  to  Reporting  for  Work,  All  persons 
receiving  original  appointment  in  the  Department,  whether  per- 
manent or  temporary,  are  required  to  report  to  their  fii^  per- 
manent duty  station  at  their  own  expense.  If  duty  is  performed 
at  a temporary  station  prior  to  arrival  at  the  permanent  post 
the  appointee  is  chargeable  with  the  cost  of  a direct  trip  to 
the  permanent  post  from  his  point  of  departure  to  assume  first 
duty  but  may  be  paid  any  extra  transportation  and  subsistence 
expenses  caused  by  such  temporary  duty  enroute* 

3225,  Mechanicdl  Services.  Equipment,  and  Supplies  in  the 
District  of  Columbia,  (Canceled  June  24,  1943,  by  Amendment 
166,  See  Regulations  I838  and  4117*) 


Revised  8*25*43  (Aaendment  171) 
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REGUIATIONS  OF  THE  U,  S.  EBPARTMSNT  OF  AGRICULTURE 


ASSIGNMENTS  AND  ATTACHMENTS 


3231.  Salary  Assignments.  <tEaployees  of  the  Departnent  are  not 
permitted  to  make  assignments  of  their  pay,  since  such  assignments 
have  been  determined  to  be  adninistratirely  undesirable.  Howerer, 
an  employee  may  authorize  the  collection  of  his  salary  check  or 
checks  by  another  party  by  executing  Treasury  Form  No.  6570,  Power 
of  Attorney  by  Individual  for  the  Collection  of  a Specified  Check, 
or  Treasury  Form  No.  6569,  Power  of  Attorney  by  Individual  for  the 
Collection  of  Checks.  Vith  this  exception,  checks  in  payment  of 
salary  must  be  delivered  to  and  endorsed  by  the  employees  to  whose 
order  they  are  dram.* 

5232.  Deductions.  Garnishments.  Attachments.  Etc.  No  deduction 
shall  be  made  from  amounts  due  eg^>loyees  or  other  creditors  except 
for  payment  of  amounts  legally  due  the  IMited  States.  Trustee 
processes,  garnishments,  or  attachments  shall  not  be  recognized  by 
any  employee  of  the  Department  with  respect  to  moneys  due  employees 
or  other  creditors  of  the  United  States.  (1677) 

3233.  Withholding  Compensation  Doe  Banloyees.  Ihenever  upon  the 
statement  of  the  account  of  any  disbursing  officer  of  the  United 
States  in  the  General  Accounting  Office  credit  shall  have  been 
disallowed  for  any  payment  to  any  employee  otherwise  entitled  to 
compensation,  such  compensation  of  the  payee  may  be  withheld  until 
full  reimbursement  has  been  accomplished.  (Public  No,  618,  74th 
Congress,  approved  May  26,  1936.) 

Ihen  it  becomes  necessary  to  apply  the  provisions  of  this  act, 
after  other  means  to  secure  reftmd  from  an  employee  have  failed, 
the  procedure  will  be  as  follows! 

The  accounting  office  of  the  bureau  in  tdioae  accounts  Uie  dis- 
allowance has  been  made  idll  prepare  a letter  addressed  to  the 
Director  of  Finance  and  approved  by  the  bureau  chief,  cwtainiag 
the  following: 

(a)  a full  e3q>lanation  of  the  disallowance,  name  of  the  disbursing 
officer  in  liiose  accounts  the  disallowance  has  been  made,  his 
voucher  number,  date  of  paymmt,  amount  of  disallowance,  and  symbol, 
title,  and  fiscal  year  of  the  appropriation  to  be  credited; 

(b)  a statement  of  the  efforts  made  to  secure  refund  of  the  amount 
disallowed  and,  if  knom,  the  employee's  reason  for  refusing  to 
make  repayment; 

(c)  a recommendation  that  payments  otherwise  due  the  employee  be 
withheld  in  full,  or  in  part  (indicating  the  amounts  to  be  withheld), 
until  the  disallowance  is  settled; 

(d)  if  the  disallowance  has  been  made  on  account  of  an  overpayment 
of  salary,  liiich  has  caused  an  over-deposit  to  the  Civil  Service 
Retirement  and  Disability  Fund,  a statement  as  to  what  action  will 
be  taken  to  adjust  the  over-deposit  made  to  that  fund,  in  accordance 
with  paragraph  5 of  General  Regulations  No.  54,  Supplement  No.  3, 
Office  of  the  Comptroller  General,  dated  July  27,  1931. 

If  the  employee  from  i^^ose  compensation  deductions  are  to  be  made 
is  no  longer  employed  in  the  bureau  concerned  but  is  employed  in 
another  bureau  of  this  Department,  the  letter  should  be  submitted 
to  -Uie  chief  of  that  bureau  for  concurrence  before  being  transmitted 
to  the  Director  of  Finance. 


Revised  2-6-45  (Amendment  157) 
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Assignments  and  Attachments 


After  approval  of  the  recommendation  hy  the 
director  of  finance,  the  bureau  which  is  to  make 
the  collections  will  he  notified  hy  him  to  that  ef- 
fect and  will  proceed  to  collect  the  disallowed  a- 
mount  hy  •'voucher  deductions'*  from  compensation  due 
the  enQ)loyee  hy  the  use  of  Standard  Form  No.  IO96, 
in  the  manner  prescribed  hy  paragraphs  9 I3,  in- 

clusive, of  Greneral  Regulations  No.  S7>  Office  of 
the  Comptroller  General,  dated  June  25,  193^* 

In  the  case  of  a former  employee  who  is  work- 
ing in  another  Government  agency,  and  who  has 
failed  to  refund  the  amount  of  a disallowance  made 
in  the  accounts  of  a bureau  of  this  Department,  a 
letter  will  he  prepared  hy  the  bureau,  addressed  to 
the  head  of  the  agency  concerned,  for  the  signature 
of  the  Secretary,  containing  the  information  called 
for  in  sub-paragraphs  (a) , (h) , and  (d) , above,  and 
requesting  that  action  he  taken  to  secure  refund  in 
accordance  with  the  provisions  of  the  Act  of  May  26, 
19365  Public  No.  618,  Congress. 

Any  request  received  from  another  G-overnment 
agency  to  withhold  the  compensation  of  an  en^jloyee 
of  this  Department  should  he  transinitted  to  the 
director  of  finance  hy  letter  from  the  bureau  in 
which  the  en5)loyee  is  paid,  with  the  recommendation 
and  information  called  for  in  sub-paragraphs  (a)  , 

(h) , and  (c) , above.  If  a request  "rom  another 
agency  does  not  contain  the  information  required  by 
sub-paragraphs  (a)  and  (b) , the  bureau  will  obtain 
it  from  the  agency  concerned  before  preparing  the 
letter  of  transmittal. 

No  action  shall  be  taken  under  the  provisions 
of  this  act  to  withhold  any  compensation  of  an  em- 
ployee until  after  approval  by  the  director  of  fi- 
nance. 

The  requesting  agency  will  be  notified  by  the 
director  of  finance  of  the  action  taken  upon  its  re- 
quest. (See  also  Paragraph  3213-) 
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CONTEACTS 


3311.  Form  of  Contracts Except  as  pro- 
vided "by  law,  all  purchases  and  contracts  exceed- 
ing $50  for  supplies  or  services,  except  for  per- 
sonal services,  shall  he  made  hy  ad.vertising  a 
sufficient  time  previously  for  proposals  respect- 
ing the  same,  when  the  public  exigencies  do  not 
require  the  immediate  delivery  of  the  articles  or 
performance  of  the  services.  The  fact  that  there 
is  no  competition  for  a purchase  shall,  if  prac- 
ticable, be  established  conclusively  by  the  actual 
solicitation  of  proposals  and  not  based  upon  an 
assumption.  No  contract  or  purchase  shall  be  made 
unless  the  same  is  authorized  by  law  or  is  under 
an  appropriation  adequate  to  its  fulfillment.  Con- 
tract purchases  shall  be  made  jointly  under  con- 
tracts entered  into  by  authorized  contracting  of- 
ficers of  the  United  States.  (1SS3>  18S4) 

The  forms  standardized  by  the  Director  of 
the  Bureau  of  the  Budget  for  contracts  and  bids 
should  be  used  exclusively  where  applicable  and 
their  terms  and  instructions  studied  and  observed. 
No  changes  may  be  made  except  upon  prior  approval 
of  the  Director. 

gparation  and  Execution.-  T^ 

he  Department  or  such  of  hfs  field 
he  may  designate  for  the^^purpose 
all  formal  contracts.^,.'1The  Sec  re- 
all  formal  contracJt'S*.  But  leases 
of  an  annual  v*a^e  of  $500  or  less  may  be  executed 
by  chiefs  of  bur^us  or  such^supervisory  field  of- 
ficers of  their  burets  as.-the  chief  may  designate 
for  that  purpose;  and  such  supervisory  field  of- 
ficers may  prepare  the  leases  which  they  are  to 
execute.  A copy  of  each  lease  should  be  sent  for 
file  to  the  real^estate  officar  of  the  Department, 

Two  pariginals  should  be  regularly  executed, 

’ jcution  of  more  original-duplicates  is 


( T the  bureau,  the  reason  therefor  should 


1 when  the  instruments  are  forwarded  to 


:ary  for  signature.  (See  Paragraph  1712.' 
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Contracts 


3313.  Stataaent  and  Certificate  of  Award.-  Statement  and 
Certificate  of  Award  (Standard  Form  Ro.  1036)  shall  be  used  to 
siJ^port  all  agreements,  both  formal  contracts  and  less  formal 
agreements,  except  public  utility  contracts,  involving  the  ex- 
penditure or  receipt  of  public  funds.  The  purpose  of  this  form 
is  to  establish  the  fact  of  compliance  with  law  and  good  busi- 
ness administration  in  respect  to  advertising,  securing  competi- 
tion, acceptance  of  the  bid  of  the  lowest  bidder  as  to  price 
(expenditure)  or  highest  bidder  as  to  price  (receipt)  and  execu- 
tion of  a lawful  agreement.  This  form  must  be  executed  and 
signed  by  the  contracting  officer  who  signs  the  agreement  to 
which  it  is  attached. 

3314.  Filing  of  Contracts.-  As  is  provided  in  the  chapter 
on  Accounts,  where  the  contract  consists  of  a bid  and  acceptance 
only,  the  accepted  bid  should  accompany  the  voucher  to  the 
General  Accounting  Office,  where  the  amount  involved  is  less 
than  $1,000  and  but  one  payment  is  to  be  made;  in  all  other 
cases  (whether  an  accepted  bid  or  a formal  contract  executed  by 
the  Secretary)  the  contract  will  be  forwarded  Immediately  to  the 
General  Accoxmting  Office.  A second  original  should  be  fur- 
nished the  contractor.  The  bureau  should  retain  at  least  one 
copy.  (1888)  (See  also  Paragraph  3117.) 

3315.  Mailing  of  Contracts.-  Instruments  mailed  to  con- 
tractors for  execution  and  notices  to  begin  work  thereunder 
should  be  registered  and  the  receipts  retained  so  long  as  there 
is  the  possibility  that  the  fact  or  date  of  their  receipt  may 
be  contested. 

3316.  Interest  of  Members  of  Congress.-  In  every  contract 
or  agreement  to  be  made  or  entered  into,  or  accepted  by  or  on 
behalf  of  the  United  States,  there  shall  be  inserted  an  express 
condition  that  no  Member  of  or  Delegate  to  Congress  shall  be 
admitted  to  any  share  or  part  of  such  contract  or  agreement,  or 
to  any  benefit  to  arise  therefrom.  (1283,  1284,  1890) 

3317.  Personal  Interest  in  Contracts.-  No  officer  or  em- 
ployee of  the  Department  who  is  in  a position  either  to  in- 
fluence the  award  of  a contract  with  the  Department  or  to 
caxise  purchases  of  supplies  to  be  made  for  the  Department,  shall 
be  interested  in  any  firm,  company,  or  corporation  doing  busi- 
ness with  the  Department  unless  such  interest  shall  be  dis- 
closed in  writing  and  approved  by  the  chief  of  bureau  in  advance 
of  the  award  of  any  contracts  by  such  officer  or  employee.  (See 
also  Paragraph  1541.) 

3318.  Contracts  Covering  Use  of  Equipment  or  Property 
Loaned  or  Rented  to  the  Department.-  Contracts  may  be  executed 
for  the  maintenance  of  equipment  or  property  loaned  without 
charge  or  rented  to  the  Government,  during  its  continued  use. 

The  terms  of  such  contracts  shall  provide  that  the  expenditure 
for  maintenance  shall  not  exceed  the  value  of  the  equipment  or 
property  and  may  provide  for  the  return  of  the  equipment  or 
property  in  as  good  condition,  ordinary  wear  and  tear  excepted, 
as  when  received.  However,  public  funds  are  not  available  for 
repairs  to  loaned  or  rented  equipment  or  property  after  such 
use  is  terminated,  for  the  purpose  of  returning  the  equipanent 
or  property  in  good  condition. 
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AMENDMENT  TO  THE  REGULATIONS 
Amendment  No.  63. 

There  appears  on  the  reverse  side  of  this  sheet  an  addition 
to  the  Regulations  of  the  Department,  which  has  been  designated 
as  regulation  3318,  and  entitled  "Contracts  Covering  Use  of 
Equipment  or  Property  Loaned  or  Rented  to  the  Department." 

A previous  regulation,  numbered  3318  and  entitled  "Contract 
Covering  Use  of  Equipment  or  Property  Loaned  to  Government  With- 
out Charge,"  was  rescinded  under  date  of  June  17,  1937,  Amend- 
ment No.  31,  for  the  reason  that  at  the  time  there  was  doubt 
whether  in  the  absence  of  specific  legislative  authority  reim- 
bursement could  be  made  for  damage  or  destruction  of  property 
loaned  "without  charge"  to  the  Government.  After  further  con- 
sideration it  has  been  determined  that  if  an  appropriation  is 
available  for  the  rental  of  equipment,  it  is  likewise  available 
for  the  maintenance  of  equipment  or  property  loaned  or  rented 
to  the  Department. 

This  regulation  Is  promulgated  effective  immediately. 

All  copies  of  the  Regulations  shotild  be  modified  by  the  ad- 
dition of  the  title  of  this  regulation  In  the  appropriate  place 
in  the  Table  of  Contents  and  the  following  items  to  the  Index: 


"Equijmient,  maintenance  of  when  loaned  or 

rented  to  Department  3318 

Payment  for  maintenance  of  equipment  or 

property  loaned  or  rented  to  Department-  3318 

Property,  maintenance  of  when  loaned  or 

rented  to  Department — -.r  3318” 


Acting  Secretary. 


Contracts 


3319.  Liquidated  Damages.-  Whenever  bids  are 
invited  for  the  performance  of  work  or  the  fornish- 
Img  of  services  or  supplies  in  connection  with 
which  time  is  an  essential  element,  and  failure  to 
complete  the  work,  or  furnish  the  services  or  sup- 
plies within  the  required  time,  will  result  in  sub- 
stantial damage  to  the  United  States,  the  specifi- 
cations should  include  a stipulation  that  the  bid- 
der, if  awarded  the  contract,  shall  pay  to  the  Gov- 
ernment without  the  showing  of  actual  damage,  a 
reasonable  stated  amount  for  each  calendar  day’s 
delay,  as  fixed  and  agreed  liquidated  damages. 
Liquidated  damages  for  delays  wholly  disproportion- 
ate to  the  probable  actual  damage  involved  and  not 
primarily  established  as  a measure  of  compensation 
should  not  be  specified. 

Contract  specifications  may  properly  provide, 
if  service  needs  are  urgent,  that  bids  will  be  eval- 
uated on  the  basis  required  for  delivery  of  sup- 
plies, rendition  of  services,  or  completion  of  work 
in  excess  of  a reasonable  period  specified,  with  a 
comparable  provision  for  liquidated  damages  in  case 
of  delay,  but  in  no  case  should  it  be  provided  that 
bids  will  be  rejected  if  specifying  a period  of  de- 
livery or  completion  longer  than  that  stated  in  the 
specifications  unless  it  can  be  clearly  established 
that  the  need  is  such  the  Government's  interest 
will  not  be  protected  by  an  evaluation  of  the  bids 
over  a longer  period. 

A stipulation  shall  be  inserted  for  liquidated 
damages  for  delay  in  all  contracts  in  excess  of 
$2,000  in  amount  entered  into  with  the  Department 
for  the  construction  or  repair  of  any  building  or 
public  work  under  the  control  of  the  Department. 

Where  deemed  necessary,  liquidated  damages  for 
delays  in  delivery  should  be  provided  for  in  con- 
tracts for  articles,  materials,  supplies  or  equip- 
ment, but,  in  such  cases,  if  the  damages  due  to  de- 
livery delays  will  be  reduced  in  proportion  to  par- 
tial deliveries,  the  stipulation  should  be  on  the 
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AMENDMENT  TO  THE  REGULATIONS 
Amendment  No.  50* 


Paragraph  3319?  entitled  "Liquidated  Damages 
and  Time  of  Delivery",  is  amended,  effective  immedi- 
ately, as  appears  on  the  reverse  side  of  this  sheet. 
This  regulation  has  been  expanded  so  as  to  give  a 
more  con^rehensive  account  of  the  subject. 

The  following  change  in  the  title  of  the  para- 
graph should  be  made  in  the  Table  of  Contents; 

"3319*  Liquidated  Damages." 

<~X 


Secretary. 
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basis  of  an  appropriate  percentage  of  the  contract 
price  of  any  undelivered  supplies  for  each  calendar 
day  of  delay  after  the  delivery  date  fixed  in  the 
contract. 

There  is  no  legal  authority  for  remission  of 
the  accrued  liquidated  damages  unless  the  delay  was 
due  to  causes  excusable  under  the  terms  of  the  con- 
tract, and  whenever  the  remission  of  liquidated  dam- 
ages is  for  consideration  the  case,  supported  by 
the  administrative  finding  of  fact,  is  for  refer- 
ence to  the  General  Accounting  Office  for  examina- 
tion and  settlement.  (For  detailed  instructions  as 
to  procedure  in  case  of  failure  of  a contractor  to 
prosecute  work  under  a contract  providing  for  pay- 
ment of  liquidated  damages,  see  U.  S.  Standard 
Forms  [of  contract] , Nos.  23  and  32 > revised  Septem- 
ber 9)  1935?  sjid.  Jijjie  18,  1935?  respectively.) 


RBGUIATIONS  OF  THE  U,  S.  DEPARTMMT  OF  AGRICULTURE 
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3321,  Specifications,  Federal  specifications  must  be  used  and  Sia^jli- 
fied  Practice  reconmendations  should  be  complied  with  whenever  prac- 
ticable. Specifications  must  state  accurately  and  describe  adequately 
and  impartially  the  article  required.  If  for  administrative  reasons  a 
Federal  specification  cannot  be  used  to  meet  a particular  or  essential 
need,  a special  purchase  specification  may  be  xised  but  such  specifica- 
tion shall  include  all  applicable  provisions  of  the  Federal  specifications 
and  in  those  cases  idaere  the  purchases  exceed  $1,000  a report  shall  be 
made  through  the  Division  of  Purchase,  Sales,  and  Traffic  to  the  Bureau 
of  Federal  Supply,  Treasury  Department,  showing  the  necessity  for  devia- 
tion from  the  Federal  specification.  Appropriated  moneys  of  the  United 
States  may  not  lawfully  be  charged  with  payments  under  a contract  awarded 
upon  specifications  so  narrowly  drawn  as  to  eliminate  real  competilAon 

as  contemplated  by  section  3709  Revised  Statutes.  A manufacturer's 
or  trade  name  with  the  words  "or  equal"  added  may  be  used  only  in  a case 
where  the  needs  of  the  Government  are  of  such  an  tmusual  character  that 
difficulty  arises  in  describing  or  specifying  what  is  needed,  and  there 
is  a make  of  article  embodying  the  minimum  requirements,  and  then  only 
for  the  pTupose  of  indicating  to  prospective  bidders  the  general  type  of 
article  required,  but  not  for  the  purpose  of  eliminating  or  restricting 
competition,  or  gratifying  a preference  for  the  particvilar  prod\ict  named. 
Specifications  must  state  fully  all  service  requirements. 

3322,  Advertising  for  Supplies,  Equipnent,  and  Services, 

1,  To  give  all  an  equal  right  and  opportunity  to  compete  for  Government 
business,  to  obtain  for  the  Government  the  full  benefit  of  coi^etition, 
and  to  prevent  favoritism  and  fraud  in  piiblic  purchases,  advertising  for 
supplies,  equipmoit,  and  services  is  required  in  accordance  with  the  pro- 
visions of  Section  3709»  Revised  Statutes,  as  amended.  (Section  9$  Public 
Law  600,  79th  Congress) 

2,  Advertising  is  not  requiredt 

(a)  when  the  aggregate  amount  involved  is  not  in  excess  of  the 
opoi  market  limitation  (see  RegtilatLon  3331); 

(b)  in  «nergencies,  as  defined  in  Reg\ilation  3332; 

(c)  when  only  one  source  of  supply  is  available  and  the  pur- 
chasing or  ccntracting  officer  shall  so  certify; 

(d)  when  the  services  are  to  be  performed  by  the  contractor  in 
person  and  are  (1)  of  a technical  and  professional  nature  or 
(2)  under  Government  supervision  and  paid  for  on  a time  basis. 
Temporary  or  intermittent  services  of  experts  or  consultants 

or  organizations  thereof,  other  than  stenographic  reporting 
services  may  be  obtained  by  contract,  without  advertising,  vhen 
such  services  are  authorized  by  an  appropriation  or  other  law. 
(Section  15,  Public  Law  6OO,  79th  Congress) 

(e)  where  it  could  not,  from  the  nature  of  the  article  or  ser- 
vice, result  in  competition,  or  where  it  would  be  plainly  in- 
effective in  reducing  expenses.  Examples  of  such  conditions 
follow: 

(1)  The  articles  needed  are  patented  or  copyrighted 
and  are  not  for  sale  by  dealers  but  by  the  owners  of 
the  patent  or  copyright  or  their  agents  or  assigns  at 
a fixed  and  uniform  price.  ♦ 


Revised  9-U-U7  (Amendment  252) 
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3322  (cont.  1) 

(2)  There  Is  only  one  dealer  ulthin  a practicable 
distance  frc»a  tduxi  the  articles  can  be  obtained. 

(3)  Prices  or  rates  are  fixed  by  legislation,  either 
Federal,  State,  or  municipal,  or  by  competent  regula- 
tion. 

(U)  Previo\is  advertising  for  the  identical  pxsrchase 
has  produced  no  proposals  or  only  such  as  were  un- 
reasonable, and  under  circumstances  indicating  the 
futility  of  further  advertising. 

3*  Advertising  that  gives  reasonable  publicity  to  the  needs  of  the  Depart- 
ment and  resiilts  in  obtaining  the  benefit  of  all  available  competition 
under  the  circumstances  of  the  particular  case  generally  will  be  regarded 
as  compliance  with  the  statutes. 

U*  Advertisoaents  for  proposals  for  contracts  exceeding  the  amount  of  the 
open  market  purchase  limitation  should  be  accomplished  by  written  solici- 
tation of  firms  known  or  believed  to  be  in  a position  to  quote  in  accord- 
ance with  the  specifications.  In  addition,  there  shoid.d  be  notices  posted 
in  post  offices  or  other  public  buildings  or  places.  Ihere  written  solici- 
tation is  not  practicable,  there  may  be  an  oral  solicitation  of  prices 
from  a reasonable  number  of  dealers,  providing  the  offer  of  the  most  satis- 
factory bidder  is  confirmed  in  writing  and,  further,  that  the  transaction 
file  includes  a notation  of  the  names  of  all  dealers  solicited  and  the 
prices  quoted.  (See  U Comp.  Gen.  568.)  In  order  to  sectire  unrestricted 
competition,  there  should  be  maintained  adequate  mailing  lists  of  manu- 
facturers as  well  as  deal«*s,  classified  by  comodity.  The  larger  the 
proposed  expenditure,  the  more  extensive  should  be  the  solicitation  for 
con^etition.  All  requests  for  proposals  shall  be  outstanding  a suffici«it 
length  ^ time  to  insure  ad^uate  consideration. 

5.  Advertising  for  proposals  for  contracts  involving  the  expenditure  of 
$5,000  or  more  shall  include  advertisement  by  newspapers.  In  specific 
instances  newspaper  advertising  may  be  waived  by  the  Chief,  Division  of 
Purchase,  Sales,  and  Traffic,  on  bureau  recommendation  sipported  by  ade- 
quate reasons  therefor. 

6.  Advertisements  may  properly  limit  competition  to  manufacturers  and 
dealers  iho  are  c<mipetent  to  furnish  the  articles  or  services  of  the  par- 
ticular character  required.  An  invitation  to  bid  sent  on  the  initiative 
of  the  Department  to  a person  or  corporation  is  prima  facie  evidence  tlat 
the  Department  considers  Ihe  prospective  bidder  responsible  and  competent. 

If  a low  bid  is  to  be  Rejected  because  there  is  belief  that  the  bidder  is 
not  competent  to  furnish  the  articles  or  services  required,  the  adminis- 
trative statement  of  reasons  should  be  submitted  to  the  Chief,  Division 
of  Purchase,  Sales,  and  Traffic,  Office  of  Budget  and  Finance,  for  trans- 
mission to  the  (jeneral  Accounting  Office  for  consideration  in  advance  of 
awarding  the  contract.  3ft 

3323.  Publication  of  Advertisements.  Chiefs  of  bureaus;  regional  foresters 
and  forest  supervisors.  Forest  Service;  regional  conservators. 


(c<m tinned  on  next  page) 
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Soil  Conservation  Service;  and  directors  of 
experiment  stations  outside  the  continental 
limits  of  the  United  States  are  authorized  to 
order  the  publication  of  advertisements  and 
notices  in  newspapers  or  trade  journals,  either 
directly  hy  transmittal  to  the  publisher  of  the 
standard  form  of  advertising  order  approved  by 
the  Comptroller  General  or  by  written  publication 
in  named  newspapers  or  trade  journals.  In  the 
latter  form  of  authorization,  specification  of 
the  advertising  medium  is  essential.  (2009?  2010, 
2011,  2012) 

3324.  Bids.-  A bid  may  be  withdrawn  at  any 
time  prior  to  the  time  of  opening.  After  bids 
are  opened,  withdrawal  of  a bid  will  not  be  per- 
mitted. Claims  that  mistakes  have  been  made  in 
bidding  mast  be  submitted  to  the  Comptroller 
General  for  determination.  In  such  cases,  the 
low  bidder  shall  not  be  permitted  to  withdraw  its 
bid  upon  the  allegation  of  error,  but  the  con- 
tracting officer  should  transmit  to  the  office  of 
the  Comptroller  General  a copy  of  the  advertise- 
ment, proposal,  etc.,  accompanied  by  evidence  of 
the  alleged  error,  and  a statement  from  the  low 
bidder  as  to  how  it  occurred.  The  Comptroller 
General  will  then  determine  whether  or  not  a 
mistake  was  made. 

Awards  under  bids  are  to  be  made  item  by 
item  unless  otherwise  specified  by  bidder  or  where 
it  is  clearly  to  the  advantage  of  the  Government 
to  accept  the  lowest  aggregate  bid  meeting  the 
specifications.  In  making  an  award  on  this  form 
of  bid,  the  lowest  quotation  in  the  aggregate 
must  be  considered  in  competition  with  a total 
of  the  lowest  quotations  by  items  with  freight 
and  other  elements  of  costs  considered.  (See 
also  Paragraph  33^») 

Bequest  for  telegraphic  bids  should  not  be 
made  except  under  emergency  conditions.  It  should 
rarely  be  necessary  for  any  bureau  to  request 
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telegraphic  "bids.  In  cases  where  telegraphic 
hids  are  not  requested,  the  advertisement  should 
provide  that  telegraphic  bids  will  not  he 
accepted. 

A determination  of  award  where  discounts  are 
offered  in  hids  is  a matter  for  decision  hy  the 
purchasing  officer.  If,  hy  reason  of  the  discount 
offered,  a hid  is  low  and  there  appears,  in  the 
Judgment  of  the  purchasing  officer,  reasonable 
^certainty  that  the  performance  of  the  necessary 
administrative  duties  in  connection  with  receipt, 
inspection,  payment,  and  practicability  of 
accomplishment,  the  hid  should  he  accepted;  if 
not,  the  hid  should  not  he  regarded  as  low. 

In  making  the  contract  to  the  lowest  bidder, 
the  contracting  officer  shall  not  modify  the 
terms  of  his  specification  in  regard  to  the  time 
of  delivery  or  any  other  material  element.  No 
modifications  of  the  hid  shall  he  permitted  after 
the  opening,  and  no  negotiations  shall  he  conduct- 
ed by  the  Department  with  a bidder  who  modifies 
or  changes  a hid. 

While  the  Government  may  not  force  the  bid- 
der to  accept  the  award  under  t^rms  different 
from  those  contained  in  his  hid,  modifications 
may,  after  award,  he  made  with  bidder’s  consent, 
and  the  changes  mutually  agreed  upon  may  he 
embodied  in  the  contract. 

Prices  must  he  requested  f.o.h.  bidder’s 
shipping  point  as  well  as  destination. 

When  an  effort  has  been  made  to  obtain 
con5>etition  and  only  one  hid  is  received  and,  in 
the  judgment  of  the  purchasing  officer,  it  is 
considered  reasonable,  it  may  he  accepted.  A 
detailed  explanation  must  he  submitted  in  every 
such  instance,  however. 
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When  early  delivery  of  supplies,  materials, 
or  equipment  is  an  essential  requirement  the 
specifications  should  clearly  state  such  require- 
ments and  that  time  of  delivery  will  he  a factor 
in  making  award.  The  specifications  should  in- 
clude a provision  for  the  bidder  to  state  the 
number  of  calendar  days  that  he  will  require  to 
make  delivery  after  notice  to  proceed,  (iSy^) 


REGUIATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Types  of  Purchases 


3331.  * Purchases  Within  the  Open  Market  Limitation.  When  the  amount 
of  a purchase  or  service  is  within  the  open  market  purchase  limitation 
(for  the  Department  in  general,  $100),  competition  and  advertising  are 
not  req.uired  by  law.  However,  it  is  the  policy  of  the  Department  to  make 
such  open  market  transactions  at  the  lowest  cost  to  the  Government,  all 
factors  considered,  and  therefore  the  authority  to  purchase  in  the  open 
market  should  not  be  construed  to  dispense  with  reasonable  price  inquiry 
among  possible  competitors.  Purchases  should  not  be  split  to  bring  them 
within  the  open  market  limitation  nor  should  competitive  term  contracts 
be  avoided  to  permit  piecemeal  purchases  within  the  limitation.  When 
the  continued  need  for  supplies  or  services  of  a similar  nature  will  not 
aggregate  an  amount  in  excess  of  the  open  market  limitation  during  any 
one  fiscal  year,  the  purchase  of  such  supplies  or  services  should  be 
covered  by  a contract  where  administratively  considered  desirable  in  the 
Government’s  interest.  Such  an  agreement  should  be  reduced  to  writing, 
nuraberad»  smd  filed  in  the  General  Accounting  Office.  (Section  9, 

Public  law  600-79th  Congress)  * 

3332.  Emergency  Open  Market  P^^‘cha3es.  When  the  public  exigencies  re- 
quire the  immediate  delivery  of  articles  or  performance  of  services, 
the  articles  or  services  required  may  be  procured  in  the  open  market  in 
the  manner  in  which  such  articles  are  usually  bought  and  sold  or  such 
services  engaged  between  individuals.  An  "exigency”  is  a sudden  or  un- 
expected happening;  an  xmforesesn  occurrence  or  condition;  a perplexing 
contingency  or  complication  of  circumstance;  a sudden  or  \inexpected 
occasion  for  action.  V/hen  purchases  * exceeding  the  open  market  pur- 
chase limitation  are  made  under  the  "exigency"  provision,  a statement 
explaining  the  exigency  should  be  attached  to  the  voucher.  (Section  9, 
Public  Law  600-79th  Congress)  ^ 

3333.  Cash  Purchases 

1.  In  Emergencies.  In  order  to  meet  public  exigencies  or  urgent  re- 
quirements which  cannot  be  satisfied  through  usual  procedure,  employees 
may  procure  necessary  supplies,  equipment,  or  services  throu^  the  cash 
expend! t^e  of  personal  funds.  Each  covering  reimbursement  voucher  must 
be  * * supported  by; 

a.  A signed  receipt  if  the  cash  purchases  from  any  one  dealer  at 
any  one  time  exceed  $1.00.  (Vflien  administratively  desirable, 
bureaus  may  require  a receipt  for  puchases  amounting  to  $1.00  or 
less.) 

b.  A statement  of  the  circumstances  which  necessitated  cash  pro- 
curement if  the  aggregate  amount  from  any  one  dealer  at  any  one 
tLne  exceeds  $5.00. 

2.  In  Enforcement  of  Regxilatory  Laws.  An  employee  engaged  in  the  en- 
forcement of  regulatory  laws  may  make  cash  purchases  without  obtaining 
receipts  vdien  such  authority  is  properly  provided  in  his  letter  of 
authorization. 

3.  By  Employees  in  Travel  Status.  The  Standardized  Government  Travel 
Regulations  as  amended  govern  cash  purchases  made  by  enqjloyees  in  travel 
status. 


Revised  2-27-47  (Amendment  234) 


RBGUUTIC»JS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Restrictions  Upon  Purchases 


33U1.  Purchases  of  Foreign  Materials.  Only  articles,  materials,  or 
supplies  mined,  produced,  or  manufactured  in  the  United  States  are  to  be 
purchased  unless  the  Secretary  of  Agriculture  (insofar  as  contractual 
obligations  of  the  Department  are  concerned)  or  the  Secretary  of  the 
Treasxiry  (as  to  contracts  under  the  General  Schedule  of  Supplies)  shall 
determine  (personally,  or  under  an  assignment  of  authority  as  indicated 
hereijnder)  as  follows: 

(1)  that  the  purchase  of  domestic  articles  in  the  particular  instance 
would  be  inconsistent  with  the  public  interest;  or 

(2)  that  the  cost  of  such  domestic  articles  would  be  unreasonable;  or 

(3)  that  the  articles,  or  the  materials  from  which  they  are  manufactured, 
are  not  mined,  produced,  or  manufactxired,  as  the  case  may  be,  in  the 
United  States  in  sufficient  and  reasonably  available  commercial  quanti- 
ties and  of  a satisfactory  quality* 

The  determinations  required  under  numbered  subparagraphs  (1)  and  (2) 
must  be  made  by  the  head  of  the  Department  personally.  A general  deter- 
mination already  made  under  subparagraph  (2^  will  be  found  in  paragraph 
10  of  Budget  and  Finance  Circular  No,  2,  Revised,  dated  April  2U,  1936. 
Determinations  under  subparagraph  (3)  may  be  made  by  subordinates  to 
wh<Ma  that  duty  has  been  assigned  by  the  Secretary. 

Ihenever  articles,  materials,  or  supplies  of  other  than  domestic  origin 
are  purchased,  an  appropriate  certificate  or  certificates  must  accompany 
each  voucher  to  the  General  Accounting  Office.  Detailed  information 
as  to  content  of  such  certificates  is  to  be  found  in  Budget  and  Finance 
Circulars, 

Books,  periodicals,  magazines,  newspapers,  and  the  printing  of  briefs 
are  not  subject  to  the  provisicsas  of  Title  III  of  the  Act  of  March  3> 

1933 > restricting  the  p\ir chase  of  materials  of  foreign  origin,  (i860,  1881) 

33U2.  Purchases  of  Articles  of  a Personal  Nature.  ^ Expenditures  from 
appropriations  available  for  the  procuremeni  of  supplies  and  materials 
or  equipment  may  be  made  for  the  purchase  and  maintenance,  in  accordance 
with  bureau  procurement  policies  and  procedures,  of  special  clothing  and 
equipment  for  the  protection  of  personnel  in  the  performance  of  their 
assigned  tasks,  "Protection,"  as  used  in  this  Regulation,  means  pro- 
tection from  physical  injury  or  occupational  disease.  Articles  of  per- 
sonal equipment  other  than  for  the  protection  of  personnel  shall  not  be 
purchased  from  an  appropriation  of  the  Department  (l)  without  specific 
statutory  authority,  or  (2)  unless  the  object  for  which  the  appropria- 
tion was  made  cannot  be  accomplished  as  expeditiously  and  satisfactorily 
from  the  Government  standpoint  without  such  equipment,  and  the  equip- 
ment is  such  that  the  employee  could  not  reasonably  be  required  to 
fiimish  it  as  a pctrt  of  the  personal  equipment  necessary  to  enable  him 
to  perform  the  regular  duties  of  the  position  to  idiich  he  was  appointed 
or  for  which  his  services  were  engaged.  (Section  13,  Public  Law  600, 

79th  Congress)  (3  Comp,  Gen.  U33)  * 

33U3*  General  Schedxile  of  Supplies,  ^cept  as  to  items  carried  in  the 
Department's  Central  Supply  Stock,  all  itons  of  supply  and  equipment 
listed  in  the  General  Schedule  of  Supplies,  issued  by  the  Procurement 
Division,  Treasury  Department,  must  be  purchased  from  sources  indicated 
therein  when  delivery  is  to  be  made  to  the  Department  in  Washington, 


Revised  U-25-U7  (Amendment  239) 


REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Restrictions  Upon  Ptirchases 


33U3  (cont.  1)  , 

Purchases  from  the  General  Schedule  of  Supplies  for  delivery  to  points  in 
the  field  must  be  made  from  contractors  listed  therein  where  the  field  ser- 
vice is  specifically  covered  by  the  Schedule.  If  the  Schedule  does  not 
specifically  cover  the  field  service,  purchase  may  be  made  in  accordance 
with  the  Special  Conditions  appearing  in  the  preface  of  the  Schedule. 

Procurement  Division  waiver  as  to  mandatory  purchases  from  the  General 
Schedvile  of  Supplies  may  be  secured  through  the  Division  of  Purchase,  Sales, 
^d  Traffic,  upon  a showing  that  the  requirement  is  of  a special  character 
and  cannot  be  met  by  purchase  of  the  contract  item.  (l6l) 


33UU.  Central  Supply  Division  Store  Stock.  Items  of  common  supplies  are 
carried  in  the  Department's  Central  Supply  Stock  located  in  Washington,  D.  C. 
Such  stock  items  are  subject  to  requisition  for  delivery  in  Washington  or 
shipment  to  the  field  at  cost  plus  handling  charges  and  transportation  ex- 
pense, if  any.  (See  Central  Supply  Division  Stock  List.) 

33U5*  Printed  Forms.  Standard  Government  forms  and  Department  of  Agri- 
culture forms  are  carried  in  the  Department's  Central  Supply  Stock  located 
in  Washington,  D.  C.  Such  forms  are  subject  to  requisition  to  meet  nonnal 
operations  and  will  be  delivered  in  Washington  or  shipped  to  the  field  with- 
out cost,  except  handling  and  transportation  charges.  (See  Central  Supply 
Division  Stock  List.) 

33U6.  Purchases  of  Products  Manufactured  by  Federal  Prison  Industries,  Inc. 
Unless  otherwise  specifically  authorized  by  law,  products  of  the  Federal 
Prison  Indxistries,  Inc.  must  be  purchased  from  the  Federal  Prison  Indus- 
tries, Inc.  The  chief  industries  which  dispose  of  their  products  to  other 
Government  agencies  consist  of  one  each  of  the  following  types  of  mills: 
broom  and  brush,  clothing,  mattress,  shoe,  rubber,  textile.  A list  of  the 
products  manufactured  can  be  secured  from  the  Chief,  Division  of  Purchase, 
Sales,  and  Traffic.  While  the  products  change  from  time  to  time,  the  fol- 
lowing types  of  articles  are  usually  available: 


Bags 

Baskets 

Brooms 

Brushes 

Clothing,  work 
Drain  traps  and  grates 
Grilles,  floor  and  wall 
Mats 


Name  plates 

Pulleys 

Shoes 

Steel  cases 
Tents 

Traffic  standards 
Uniforms 

Woven  cotton  fabrics 


Vouchers  covering  purchases  of  similar  material  made  in  the  open  market 
must  be  accompanied  to  the  General  Accounting  Office  with  a clearance  from 
the  Federal  Prison  Industries,  Inc.  authorizing  such  open  market  purchases. 
(1311) 


33U7.  Scientific  and  Experimental  Equipment.  Purchases  of  scientific  and 
experimental  equipment  intended  for  laboratory  or  research  work  may  be  made, 
without  regard  to  the  Procurement  Division  schedule,  upon  approval  by  the 
chief  of  bureau  when  similar  articles  included  in  the  General  Schedule  of 
Supplies  or  other  contracts  controlled  by  the  Procurement  Division  are  not 
of  the  grade  or  manufacture  required.  Vouchers  covering  such  purchases 
shall  contain  a statement  to  that  effect  and  also  recite  that  each  purchase 
was  made  under  authority  of  paragraph  A-6  of  the  Regulations  Governing  the 
Operation  of  the  Branch  of  Supply,  Procurement  Division,  Treasury  Department, 
approved  by  the  Secretary  of  the  Treasury  on  April  10,  1935# 


Revised  h~2$~h7  (Amendment  239) 


UNITSD  STATES  IKPARTMSNT  OF  AQRICULTURS 
Office  of  the  Secretarj 
Haahington 


July  25,  1942 
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HO  > 149  TO  THE  RBQULATIOMS  OF  THE  JXBkBTUSm 


The  attached  rerlelone  of  Begulatiooe  5455,  mtitled  "Transporta- 
tion on  Pexaument  Change  of  Station,"  and  4121,  entitled  "Sxxdiange 
of  Frojwrty  in  Paynent  for  Supplies,"  are  effective  iaeediately* 

Regulation  5548,  entitled  "Purchase  Orders  Requiring  Approval  of 
Chief  of  DiTision  of  Purchase,  Sales  and  Traffic,"  is  hereby  re- 
voked* This  is  done  In  Ties  of  the  authority  delegsted  to  the 
Director  of  Finance  by  Heaorandum  Ho*  990,  dated  Harch  7,  1942, 
and  the  procurement  plan  and  requirements  established  pursuant 
thereto  by  Budget  and  Finance  Circular  546,  dated  April  10,  1942* 

Regulation  5455  as  revised  reflects  the  aaendaent  by  Executive 
Order  9122,  dated  April  6,  1942,  of  the  regulations  prescribed  in 
Executive  Order  8588,  dated  November  7,  1940,  and  nakes  clear  in 
the  opening  paragraph  that  the  regulations  ehieh  folios  sere 
prescribed  by  the  President* 

Ths  revision  of  Regulation  4121  provides  for  approval  by  tbs  Board 
of  Suarvey  haring  jurisdiction,  rather  than  by  the  Chief  of  the 
Division  of  Purchase,  Sales,  and  Traffic,  o|  the  exchange  of 
articles  for  uhlcb  specific  legislative  authority  to  exchange 
does  not  exist*  It  also  removes  the  requirement  for  approval  by 
the  Chief  of  the  Division  of  Purchase,  Sales,  and  Traffic  of  ths 
sals  or  exchange  of  any  article  the  purchase  price  of  ehlch  sas 
in  excess  of  $^* 


Qbder  Secretary 
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33^0®  Purchases  from  Expired  Contracts : Con- 
tracts Covering:  Two  Fiscal  Years After  the  sup- 
Pli  es  or  services  covered  hy  a contract  tiave  "been 
furnished,  whether  on  the  definite  quantity  or  more- 
or-less  basis,  additional  supplies  or  services 
thereunder  should  not  be  ordered;  fresh  competition 
and  a new  contract  are  required.  Contracts  should 
not  involve  payments  from  the  appropriations  of  two 
fiscal  years  unless  at  the  time  of  execution  the 
appropriation  for  the  succeeding  fiscal  year  has 
been  made,  in  which  case  the  contract  may  cover  the 
needs  of  the  remainder  of  the  current  fiscal  year 
and  those  of  the  succeeding  period,  provided  the 
agreement  clearly  discloses  the  quantity  and  amount 
chargeable  to  each  fiscal  year’s  appropriation. 
Contracts  made  during  the  fiscal  year  before  funds 
for  the  succeeding  year  have  been  appropriated  may 
contain  a renewal  option  to  cover  the  next  fiscal 
year;  but  this  option  should  not  be  exercised  un- 
less there  has  been  fresh  advertising  and  it  has 
produced  no  lower  price. 

Inasmuch  as  public  utility  contracts  are  pri- 
marily quotations  of  rates  that  will  be  paid  if 
the  G-ovemment  elects  to  use  such  services,  it  is 
permissible  when  there  is  no  competition  between 
different  companies  available  for  supplying  a par- 
ticular class  of  service  in  a given  locality  to 
enter  into  agreements  to  furnish  such  services  at 
stipulated  rates  ’’until  further  notice”  without  the 
necessity  for  new  agreements  on  annual  renewals  ex- 
cept as  required  to  cover  changes  in  rates  or  serv- 
ice. 


1 
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I3KITED  STATES  DEPARTMENT  OF  AGaUCULTURE 
Office  of  the  Secretary 
Washington  25,  D.  C 


October  24,  1946 

AMIKDMENT  NO,  231  TO  THE  REGUIATIQNS  OF  THE  DEPARTMENT 
De-par  tment  Regulations  on  Travel 


The  principal  changes  Involved  in  the  attached  aaendments  to  the  Regu- 
lations of  the  Departiaent  with  respect  to  travel  are  as  follows: 

Regulation  5411  sets  forth  the  general  policy  of  the  Departnent  with  re- 
gard to  economy  in  travel  expenditures,  requirement  for  authorization, 
and  selection  of  mode  of  transportation  and  provides  that  travel  will  be 
governed  by  the  Standardized  Government  Travel  Regulations  except  where 
laws,  orders,  decisions  or  Depar-tnent  Regulations  provide  otherwise. 

Regulation  3414  establishes  a general  DepertmenteLl  rule  relative  to 
Section  13(aJ(iy  of  the  Standardized  Government  Travel  Regulations 
(Revised  August  2,  1946)  on  the  use  of  sleeping  acconmodations  on  trains. 
The  traveler  will  be  allowed  acconsEodations  costing  more  than  a stand- 
ard lower  berth  only  when  the  certificate  required  by  the  Standardized 
Government  Travel  Regulations  indicates  that  neithar-  an  upper  nor  a 
lower  berth  -«bs  available,  with  certain  exceptions,  as  indicated  in  the 
attached  Regulation, 

Reg^ilation  5456  is  rescinded.  This  Regulation  necessitated  preparation 
of  special  comparative  cost  statements  on  all  travel  by  plane,  since 
tripe  required  in  the  interest  of  the  Government  and  classified  as 
"extra  cost"  requlysS  special  approved  by  the  Director  of  Finance,  In 
view  of  the  provisions  in  the  Standardized  Government  Travel  Regula- 
tions, and  the  fact  that  costs  involved  in  air  transportation,  all 
factors  considered,  now  generally  compare  favorably  with  costs  of 
travel  by  other  means,  it  is  not  deemed  necessary  to  continue  the 
special  departmental  procedure  heretofore  required  by  Regulation  3438 
and  the  provisions  of  the  Stain^ardized  Government  Travel  Regulations 
will  hereafter  apply,  as  provided  in  Regulation  3411,  as  revised. 

Regulation  5421,  paragraph  3{b),  is  amended  to  delete  references  to 
travel  by  airlines,  in  confOimity  with  the  forego Ing, 

Regulation  5459,  Extra  Fare  Trains,  is  amended  in  order  to  continue 
the  applicable  provisions  fomerly  Incorporated  in  Regulation  3438, 
now  rescinded. 

Secretary’s  Ifemofandum  Ho.  912,  dated  June  4,  1941,  on  Airplane  Travel 
is  hereby  canceled,  in  conformity  with  the  foregoing. 

The  parts  of  the  regulations  which  have  been  clianged  are  marlcBd  by  stars. 

^ r. 

Acting  Secretary 
Insert: 

Page  3411  (rev.  10-24-46) 
Page  3421  (rev.  10-24-46) 
Page  3438  (rev.  10-24-46) 


Remove: 

Page  3411 
Page  3414 

Page  3421  (rev.  8-13-45) 
Page  3438  (rev.  12-8-43) 
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REGUIATIOtiS  OF  THE  U.  S..  D>TT.^TmiT  OF  AGRICULTURE 


General  Provisions 


3411 . * General  Policy 

1.  Travel  must  be  limited  to  tdat  necessary  to  carry  on  the  vrork 

of  the  Department  effectively  end  must  be  duly  authorized  or  approved 
by  a competent  administrative  officer.  Itineraries  must  be  care- 
fully planned  in  advance  so  the  required  official  business  will  be 
accomplished  with  the  minimum  o?  travel  and  expense.  It  is  incum- 
bent on  all  authorizing  and  reviewing  officers,  and  on  the  individual 
departmental  traveler,  to  exercise  prudent  judgment  in  deteimining 
whether  travel  is  required  in  the  interest  of  the  Government  and  in 
determining  the  mode  of  travel,  =— train,  airplane,  s^tomobile,  or 
other  usual  means  of  conveyance. 

2.  Travel  will  be  governed  by  the  Standardized  Government  Travel 
Regulations  except  in  specific  instaiices  where  laws,  orders,  de- 
cisions, or  the  Department  Regulations  provide  ctheiv/ise.  Where 
deemed  necessary,  additional  requirements  may  be  established  by  the 
bureaus. 

3.  The  Director  of  Finance  has  general  responsibility  within  the 
Department  for  policies,  procedures,  and  related  matters  pertaining 
to  exp-endltures  for  travel,  in  conformj.t3^  with  the  foregoing.  (See 
also  Regulation  3421)  * 

3412.  Routes  to  Be  Followed.-  Travel  expenses  will  be  allo'ived  by 
the  most  economlcai  usually  traveled  route  over  the  itinerary,  if 
any,  specified  in  the  travel  order.  Additional  cost  caused  by  devia- 
tion from  the  shortest  and  most  direct  route  will  not  be  allowed  un- 
less d\ie  to  exigencies  of  travel  which  must  be  satisfactorily  ex- 
plained in  the  -expense  account.  Deviation  for  personal  convenience 
will  be  at  the  expense  of  the  officer  or  eoployee.  Salary  will  not 
be  deducted  for  time  lost  by  reason  of  the  longer  route  when  the 
additional  time  has  been  charged  to  the  ei!Q)loyee's  annual  leave. 

3413.  Stopping  Over  or  Detention  En  Route.-  Unauthorized  stopping 
over  at  any  point  or  any  detention  en  route  vrf  11  not  be  allowed  un- 
less due  to  exigencies  of  travel  which  must  be  folly  explained  in  the 
expense  account.  An  employee  in  a travel  status  who,  for  personal 
reasons,  leaves  his  place  of  duty  over  Sundays  or  holidays  may  not 
receive  reimbursement  of  the  cost  of  transportation  incurred  although 
the  amoxmt  does  not  exceed  the  probable  cost  of  subsistence  to  which 
he  would  have  been  entitled  had  he  remained  at  aich  place  of  duty. 

An  employee  is  not  entitled  to  per  diem  in  lieu  of  subsistence  for 
periods  during  which  leave  of  absence,  whether  annual  or  sick,  is 
taken  while  ^n  a travel  status.  Fractional  leave  of  absence  vAiolly 
within  a day,  where  for  half  of  the  prescribed  working  hours  or  less, 
will  be  disregarded  for  subsistence  purposes. 
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REGUIATIONS  OF  THE  U.  S,  DEPARTMENT  OF  AGRICULTURE 


General  Provisions 


3414,,  ^Sleeping  Acpt^SEodationa  on  Trains,  Accoigmodations  costing  more 
than  a standard  lower  berth  will  be  allowed  only  when  the  certificate 
required  by  paragraph  13  (a)  (1)  of  the  Standardized  Government  Travel 
Regulations  indicates  that  neither  an  upper  nor  a lower  berth  was  avail- 
able, except  as  provided  in  (a)  and  (b1  below: 

(a)  When  a lower  berth  is  unavailable  and  an  upper  berth  is  available 
but  is  not  used  by  the  traveler,  due  to  illness,  physical  handicap  or 
incapacity,  the  certificate  for  superior  aceommodations  required  by 
paragraph  13  (a)  (1),  cited  above,  will  be  deemed  sufficient,  vdien 
approved  by  a bureau  official  who  authorizes  or  approves  travel, 

(b)  In  exceptional  cases,  when  in  their  judgment  such  action  is  war- 
ranted, chiefs  of  bureaus,  or  in  their  absence,  acting  chiefs,  may  spe- 
cifically authorize  or  ax>prove  accommodations  costing  more  than  a lower 
berlii  (when  a lower  berth  is  aot  availeb3.e  ) under  the  provisions  of  para- 
graph 13  (a)  (i)  cited  above,  ^ 

3415,  Use  of  Transportation  Requests,-  A transportation  request  is  an 
order  by  proper  authority  upon  the  prescribed  standard  form  fcsr  speci- 
fied passenger,  sleeping-car,  stateroom,  or  other  commonly  recognised 
transportation  accoKHaodation,  including  established  autobus,  stage-coach, 
and  air  lines,  for  presentation  by  persons  traveling  on  official  buslaesa 
to  transportation  cmpanies  in  the  United  States  and  steamship  lines 
having  ports  of  call  within  the  United  States  for  exchange  by  tiiem  for 
such  accommodations. 

Transportation  reqtaests  should  be  used,  when  practicable,  to  obtain  all 
official  transportation  when  the  £saount  involved  is  |1  or  more  but  should 
not  be  issued  to  companies  other  than  transportation  lines  commonly  recog- 
nized as  such® 

Transportation  requests  must  not  he  used  for  personal  travel. 

The  request  should  be  filled  out  in  detail,  showing  route,  kind,  and  class 
of  ticket  obtained,  and  value  inserted  on  carbon  copy.  If  in  m emergency 
cash  transportation  is  effected,  full  explanation  why  travel  request  was 
not  used  should  app^r  on  the  travel  expense  voucher. 

Each  employee  of  the  Departiasnt  having  cietody  of  Government  requests  for 
tran^ortation  shall  be  held  accountable  for  them  and  . chargeable  with  the 
amount  which  is  required  to  be  paid  by  the  TSiited  States  by  reason  of  im- 
proper use  of  such  requests  resulting  from  his  fault  or  negligence. 

Alterations  or  erasures  on  a transportation  request  should  be  made  only 
by  a person  who  has  authority  to  issue  the  request.  Alterations  or 
erasures  should  be  initialed  by  the  person  making  the  change. 
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3421.  Authority  Delegated  and  Reserved 

1.  Subject  to  the  limitations  prescribed  in  this  Regulation,  chiefs 
of  bureaus  may  (a)  authorize  or  approve  travel  and  transportation  in 
accordance  with  applicable  statutes,  orders,  decisions,  etc.,  the 
Standardized  Government  Travel  Regulations,  the  D^artaent  Regulations 
and  loemoranda  and  circulars  issued  by  the  Office  of  the  Secretary  and 
its  branches,  and  (b)  delegate  this  authority  to  their  subordinates 

to  the  extent  necessary  tar  good  administration,  provided^  however, 
that  such  delegation  by  chiefs  of  bureaus  shall  not  extend  to  approval 
of  travel  performed  without  prior  authority  where  no  emergency  existed 
^ or  to  approval  of  accommodations  costing  mo^e  than  a standard  lower 
berth,  “sdien  necessary  for  security  purposes,  * or  to  authorization 
of  travel  to  attend  meetings  except  as  otherwise  provided  in  Regvila- 
tion  1512.  (For  transportation  on  permanent  change  of  station,  see 
Regulation  3435.) 

2.  The  concurrence  of  the  * Director  of  Finance  ^ must  be  ob- 
tained in  advance  on  authorizations  for  travel  in  furtherance  of 
activities  of  the  Department  by  persons  other  than  Government 
officers  end  employees.  The  authorization  shall  include  a statement 
of  the  necessity  for  such  travel.  (See  Regulation  3433.) 

3.  The  concurrence  of  the  Director  of  Finance  must  be  obtained  (a) 
on  author! zat ions  for  travel  to  and  from  the  Territories  and  insular 
possessions  of  the  United  States,  and  (b)  on  authorizations  or 
approvals  for  travel  by  extra -fare  trains,  except  as  otherwise  pro- 
vided in  Regulation  3439. 

4.  The  concurrence  of  the  Directors  of  Finance  and  of  Foreign 
Agricultural  Relations  must  be  obtained  on  authorizations  for  all 
travel  outside  the  continental  limits  of  the  United  States  except 
travel  (a)  specified  in  paragraph  3(a)  above,  (b)  within  the 
Territories  and  insular  possessions  of  the  United  States  by  employees 
stationed  therein,  (c)  within  the  areas  of  Canada  and  Mexico  adjacent 
or  in  proximity  to  the  United  States  by  employees  vdiose  duties  neces- 
sitate such  travel,  and  (d)  betvieen  points  in  the  Uhited  States  vdien 
the  most  econcmical  usually  travelled  route  involves  travel  outside 
the  continental  limits  of  the  United  States  (see  Regulations  3461  and 
1821-1824) . 

5.  The  concurrence  of  the  Director  cf  Personnel  must  be  obtained  on 
certain  authorizations  for  travel  to  attend  meetings,  as  required  by 
Regxilation  1512. 

3422.  General  Travel  Authorizations.  General  or  blanket  travel 
authorizations  may  be  issued  to  employees  viio,  by  the  nature  of 
their  duties,  are  required  to  travel  repeatedly  and  frequently  with- 
in an  area  from  their  official  stations  on  short  notice  or  upon  the 
happening  of  vmforeseen  events  which  necessitate  prompt  action,  par- 
ticularly in  matters  req\xiring  the  exercise  of  individual  discretion, 
or  to  employees  whose  duties  otherwise  make  impracticable  the  issu- 
ance to  them  of  lettaps  of  authorization  specifying  the  trip  or  trips 
to  be  made.  Such  general  or  blanket  travel  authorizations  must  be 
limited  as  to  the  time  and  area  in  which  travel  may  be  perfoimed. 
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3422*  (cont.  1)  They  shall  be  renewed  at  least  as  frequently  as  there 
is  any  change  in  status  affecting  tbe  travel  required  and  not  less  often 
than  each  fiscal  year.  General  or  blanket  travel  authorizations  penait- 
ting  employees  to  travel  at  will  anywhere  in  the  continental  iMited  States 
are  too  broad,  unless  circumstances  are  such  as  to  require  such  authori- 
zations, It  is  the  policy  of  the  Department  that  both  the  number  and 
scope  of  general  travel  authorizations  shall  be  kept  to  tbs  minimum  essen- 
tial for  efficient  administration,  (See  Budget  and  Finance  Memorandum 
No,  174,  dated  October  18,  1939,  and  Budget  and  Finance  Circular  474, 
dated  September  17,  1941,) 
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3431.  * Per  Diem  in  Lieu  of  Actual  Expenses 

L.  Per  diem  in  lieu  of  actual  expenses  (except  as  provided  in  para- 
graphs 4 and  5 of  this  regulation)  may  be  allovred  to  employees  while 
traveling  on  official  business  and  away  from  the  ir  designated  posts 
of  duty  in  accordance  with  the  Standardized  Government  Travel  Regu- 
lations; Provided,  that  the  per  diem  allowance  shall  not  exceed  the 
rate  of  ^.00  while  on  commercial  vessels  when  the  price  of  passage 
includes  meals.  If  travel  is  performed  on  a vessel  owned  or  con- 
trolled by  the  Uhited  States,  the  basic  per  diem  rate  applies,  sub- 
ject to  one-fifth  reduction  for  each  meal  furnished  the  traveler 
by  a Government  agency  without  charge.  (Stand.  Govt.  Travel  Regs., 
par.  44(a)  and  47(a);  Comp.  Gen.  B-51124,  August  9,  1945.) 

2,  Infomation  as  to  tbs  maximum,  rates  allowable  for  travel  beyond 
the  limits  of  the  continental  United  States  as  promulgated  by  the 
Bureau  of  the  Budget  v/ill  be  disseminated  by  the  Office  of  Budget 
and  finance. 

3,  Under  no  circumstances  will  per  diem  in  lieu  of  subsistence  be 
allowed  an  employee  at  his  official  station  (Stand.  Govt.  Travel 
Regs.,  par.  46).  Per  diem  in  lieu  of  subsistence  shall  not  be  paid 
to  an  employee  for  time  spent  at  his  official  headquarters  upon 
temporary  return  thereto  vdiile  in  an  official  travel  status,  whether 
the  return  is  for  official  or  personal  reasons.  Consideration 
shoiild  be  given  by  bureaus  to  economies  which  may  be  effected  in  per 
diem  costs;  for  example,  by  directing  travelers  to  return  to  their 
official  station  frcm  nearby  temporary  duty  stations  over  week-ends 
and  holidays, 

4,  Persons  employed  intermittently  as  consiiltants  or  ezperts  and 
receiving  compensation  on  a per  diem  when-actually-employed  basis 
may  be  allowed  per  diem  in  lieu  of  subsistence  while  traveling  away 
from  their  homes  or  regular  places  of  business  (private)  and  while 

at  place  of  enq^loyment , subject  in  other  respects  to  ttie  Standardized 
Government  Travel  Regulations  and  this  regulation,  (Public  Law  600, 
sec,  5,  79th  Cong.) 

5,  Persons  serving  vdthout  compensation  (with  or  without  appoint- 
ment) or  at  |1  per  annum  may  be  allowed  not  to  exceed  $10,00  per  diem 
in  lieu  of  subsistence  while  traveling  away  from  their  homes  or  regu- 
lar places  of  business  (private)  and  x-diile  at  place  of  such  service 
or  employment,  unless  a higher  rate  is  specifically  provided  in  an 
appropriation  or  other  act;  subject  to  procedures  prescribed  in  the 
Standardized  Government  Travel  Regulations,  * (Public  Law  600, 

sec,  5,  79th  Cong.) 

6,  The  per  diem  rates  specified  represent  the  maxima  allowable.  It 
shall  be  the  responsibility  of  the  chief  of  each  bureau  to  prescribe 
standards  v/ithin  the  foregoing  maxima  governing  the  peculiar  needs  of 
his  bureau.  In  prescribing  such  standards,  all  factors  that  bear  upon 
a fair  and  equitable  per  diem  allowance,  both  from  the  standpoint  of 
the  employee  concerned  and  of  the  Dejjartment  needs,  shall  be  taken 
into  consideration. 
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3431,  (cont.  1) 

7.  A copy  of  standards  prescribed  and  any  amendments  thereto  shall  be 
filed  promptly  vdth  the  Director  of  Finance,  v4io  is  authorized  to  review 
then  for  the  purpose  of  obtaining,  if  possible,  \miformly  equitable 
rates  throu^out  the  Department. 

3432,  Expenses  of  Detailed  or  Loaned  Employees.  Properly  authorized 
traveling  expenses  incurred  by  an  employee  in  connection  with  work  for 
which  he  is  detailed  or  loaned  from  one  Government  agency  to  another  may 
be  paid  by  the  agency  to  which  such  employee  is  detailed  or  loaned - 

3433 , Expenses  of  Private  Persons 

1.  Ydien  travel  for  the  benefit  of  the  Department  is  to  be  performed  by 
persons  who  are  not  Government  employees,  * per  diem  in  lieu  of  sub- 
sistence as  provided  in  Regulation  3431,  paragraph  5,  and  other  travel 
expenses  may  be  allowed  to  such  persons  while  away  from  their  homes  or 
regular  places  of  business  in  accordance  with  the  Standardized  Government 
Travel  Regulations,  (Advance  approval  of  travel  authorization  by  the 

Director  of  Finance  is  required— see  Regulation  3421,  paragraph  2.)  ^ 
sfr 

2.  All  vouchers  claiming  reimbursement  of  * traveling  eaqpenses  and 
per  diem  in  lieu  of  subsistence  submitted  by  private  persons  shall  in- 
dicate that  the  claim  is  made  by  a private  person  by  Inserting  in  the 
body  of  voucher  foim  No,  1012  the  phrase  "Not  Government  Employee ^ 

3434,  Advancement  of  Funds  for  Expenses 

1,  Classes  of  Advances.  Advances  of  funds  are  of  two  types: 

a,  IMer  the  Subsistence  E^ense  Act  of  1926,  ^ as  amended,  * for 
proper  subsistence  exp»enses  of  official  travel  * and  eapenses  incident 
to  movement  of  household  goods  and  personal  effects  due  to  authorized 
transfer  of  official  station  for  peimanent  duty,  * Such  advances  are 
governed  by  Departmental  Regulations,  Treasury  Department  Circular  No. 
369-Revised,  and  General  Accounting  Office  General  Regulations  No,  88 
and  revisions  and  supplements  thereto, 

b.  Under  the  act  of  June  3,  1902  (31  U,  S,  C.  533),  applicable  only  to 
the  Department  of  Agri^lture,  for  duly  authorized  expenditures  for  ob- 
jects not  within  the  * subsistence  * expense  category,  such  as  hire 
of  laborers,  purchase  of  samples,  etc.  Such  advances  will  be  made  only 
where  it  is  probable  that  the  payment  of  such  ***  a:q>enses  cannot 
practically  be  made  by  a disbursing  officer, 

2.  Applications  for  Advances.  Applications  for  advances  shall  be  made 
on  Standard  Form  1038-Revised  which  must  be  approved  by  an  official  who 
has  been  duly  designated  for  the  purpose  by  the  Secretary  of  Agriculture, 
on  recommendation  by  the  chief  of  bureau,  in  a letter  addressed  to  the 
Chief  Disbursing  Officer,  Treasury  Department.  Such  authorizations  to 
approve  advances  are  subject  to  the  following  limitations: 

a,  * IMder  the  Subsistence  Expense  Act  of  1926  and  the  act  of  August  2, 
1946,  designated  officials  are  authorized  to  approve  applications  for 
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3434,  (cent,  1)  advances  in  the  amount  of  $1,000  or  less  for 
(a)  subsistence  expenses  incident  to  official  travel  or  (b)  expenses 
in  connection  with  transfer  of  official  station  within  the  conti- 
nental United  States.  Applications  for  advances  for  these  purposes 
exceeding  $1,000  must  be  ^proved  by  the  Director  of  Finance,  ^ 

b.  Under  the  act  of  June  3,  1902,  designated  officials  are  author- 
ized to  approve  applications  for  advances  within  the  maximum  amount 
of  $4,000,  but  if  the  amount  exceeds  $2,000,  the  application  must 
also  be  approved  by  the  Director  of  Finance. 

3,  Amomit  of  Advance. 

a.  The  maximum  amount  that  may  be  advanced  under  the  Subsistence 

Expense  Act  of  1926,  * as  amended,  for  subsistence  expenses  and 

esqjenses  for  transporting  hous^old  goods  within  the  continental 
United  States,  * including  any  amount  of  advances  or  advances  un- 
accounted for,  shall  be  $2,000  and  the  minimum  advance  that  may  be 
made  shall  be  $25,  The  maximum  amount  that  nay  be  advanced  under 
the  Act  of  June  3,  1902,  shall  be  $4,000  and  the  minimum  $50, 

b,  * In  req.uesting  an  advance  in  connection  with  shipment  of  house- 
hold goods  and  personal  effects,  the  spplicant  shall  submit  a written 
statement  disclosing  the  number  of  rooms  containing  his  personal 
property  v/hich  is  for  shipment,  such  number  of  rooms  to  exclude 
bathrooms  and  closets,  and  reception  hallvjays  in  apartments.  The 
reported  niamber  of  rooms  shall  be  multiplied  by  1,000,  and  the  re- 
sult shall  be  considered  the  estimated  net  weight  of  the  prospective 
shipment.  Such  statement  shall  also  designate  the  shipping  point 
and  the  destination.  The  estimated  weight  and  the  distances  betv/een 
the  origin  and  the  destination  of  the  shipment  shall  be  used  as  the 
factors  required  by  the  sched\ile  of  rates  to  compute  tie  amount  of 
funds  which  may  be  advanced  in  anticipation  of  the  ultimate  settle- 
ment to  be  made  under  applicable  regulations, 

4,  Rendering  Accoiants 

a.  Accounts  covering  expenses  incurred  while  in  regular  travel  status 
must  be  rendered  promptly  at  the  end  of  each  trip,  except  in  the  case 
of  intemittent  trips  of  brief  duration,  and  in  any  event,  monthly. 

b.  Accounts  covering  official  expenditures  not  embpaced  by  para- 
graph 4a  above  shall  be  rendered  at  least  monthly,  ^ 

c.  A properly  executed  Standard  Form  1039-Revised  will  be  attached 
to  each  account  rendered.  Any  unexpended  balance  must  be  prongjtly 
repaid  as  soon  as  the  immediate  need  therefor  ceases.  Failure 
properly  and  promptly  to  account  for  advances  v/ill  be  reported  by 
the  Chief  Disbiorsing  Officer  to  the  Comptroller  General  of  the  United 
States  and  subsequent  advances  will  be  refused  for  failtire  so  to  ac- 
account  or  for  delinquencies  in  making  repayment  of  sny  unused  bal- 
ance of  an  advance. 

5,  Security  for  Advances.  Bonds  must  be  f;irnished  to  cover  advances 

of  funds  under  the  Subsistence  Expense  Act  of  1926,  ^ as  amended,  ^ 
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3434.  (cent.  2)  or  the  act  of  June  3,  1902.  Bonds  for  advances  \mder 
the  Subsistence  Expense  Act  of  1926,  as  amended,  may  be  secured  by  surety 
or  by  the  deposit  of  United  States  Bonds,  Treasury  notes,  or  other  public 
debt  obligations  of  the  United  States  or  obligations  vdiich  are  uncondi- 
tionally guaranteed  as  to  both  principal  and  interest  by  the  United  States. 
For  information  on  bond  forms,  see  Regulation  3142, 

3435,  * Transportation  on  Pemanent  Change  of  Station.  An  employee 
transferring  within  the  Department  of  Agriculture  from  one  official  station 
to  another  or  from  another  department  of  the  Government  to  the  Department 
of  Agriculture  for  permanent  duty,  will  be  allowed  expenses  for  travel, 
for  transportation  of  his  household  goods  and  personal  effects,  and  for 
tran^ortation  of  his  immediate  family,  when  such  expenses  are  authorised 
in  accordance  with  provisions  outlined  in  this  regulation.  In  no  case  will 
such  expenses  be  allowed  where  the  transfer  is  made  primarily  for  the  con- 
venience or  benefit  of  the  employee,  or  at  his  request.  Payment  of  these 
expenses  should  he  considered  by  the  appropriate  officials  at  the  same  time 
the  authorization  to  change  station  is  considered  since  the  same  factors 
are  involved.  Chiefs  of  bureaus  shall  be  responsible  for  seeing  that  the 
policies  followed  are  both  economical  for  the  Government  and  equitable  to 
the  employees. 

All  travel  and  tran^ortation  allowable  under  this  regulation  shall  begin 
within  two  years  from  the  effective  date  of  the  transfer  of  the  employee, 
except  that,  for  employees  v/ho  enter  upon  active  military,  naval,  or 
coast  guard  duty  at  any  time  prior  to  the  expiration  of  such  period  and 
are  fvirloughed  for  the  duration  of  such  duty,  the  two-year  period  shall  be 
exclusive  of  the  time  spent  on  such  furlough;  and  for  employees  transferred 
to  posts  of  duty  outside  the  continental  United  States  the  two-year  period 
shall  be  exclusive  of  any  time  during  which  shipping  restrictions  make  the 
travel  and  transportation  impossible.  Administrative  officers  should  urge 
that  travel  and  transportation  be  completed  at  the  earliest  practicable 
date  following  the  authorization. 

A,  Travel  of  the  employee.  Expenses  for  travel  of  an  officer  or  employee"' 
transferred  from  one  station  to  another  for  peimanent  duty  must  be  author- 
ized in  advance  by  the  chief  of  the  bureau  concerned  or  by  bureau  officials 
whom  the  chief  has  designated. 

B,  Transportation  of  immediate  family 

1,  Expenses  for  the  transportation  of  the  immediate  family  of  an  officer 
or  employee  must  be  authorized  in  advance  by  the  chief  of  bureau  concerned 
or  by  a designated  subordinate  official  and  such  authorization  must  be  in- 
cluded in  the  order  directing  the  travel'. 

2,  The  term  immediate  family  shall  mean  any  of  the  following  members  of 

an  employee’s  household:  Spouse,  children  (including  stepchildren  and 

adopted  children)  unmarried  and  under  twenty-one  years  of  age  or  physically 
or  mentally  incapable  of  self-support  regardless  of  age,  or  de^wndent  parents 
of  the  employee,  but  not  of  the  spouse,  * 
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^ 3,  Tlie  transportation  of  the  ianaediate  faaiLly  of  an  en5>loyee  shall 
be  subject  to  those  provisions  of  the  Standardized  Gtovemmsnt  Travel 
Regulations  which  relate  to  transportation,  including  mileage,  and 
shall  be  in  accordance  with  the  act  of  February  14,  1931  (5  U,  S.  C. 

73  (a)),  Vfhether  the  travel  originates  at  the  employee’s  last  offi- 
cial station  or  at  some  previous  place  of  residence  and  •j'jhether  the 
point  of  destination  is  the  new  official  station  or  some  other  point 
selected  by  him,  or  both.  The  cost  to  the  Government  shall  not  ex- 
ceed the  cost  of  transportation  by  the  most  economical  route  between 
the  last  official  station  and  the  new  official  station, 

C,  Household  Goods  and  Perscmal  Effects.  Expenses  for  the  trans- 
portation of  the  household  goods  and  personal  effects  of  an  employee 
must  be  authorized  in  advance,  in  the  order  directing  the  travel, 
by  the  chief  of  the  bureau  concerned  or  by  bureau  officials  whom 
the  chief  has  designated.  For  the  purpose  of  this  regulation,  su^ 
household  goods  and  personal  effects  shall  not  include  wines, 
liquors,  animals,  or  birds  not  necessary  in  the  performance  of  offi- 
cial duties,  or  automobiles. 

1,  Transportation  of  Household  Goods  and  Personal  Effects  Between 
Points  Within  the  Continental  Hnited  States 

IWeight « Commuted  reimbursement  in  lieu  of  the  payment  of  actual  ex- 
penses of  transportation,  packing,  crating,  tenporary  storage,  dray- 
age,  and  unpacking  of  household  goods  and  personal  effects  when 
properly  authorized,  shall  be  made  to  the  employee  on  the  basis  of 
the  schedule  of  allowable  rates  for  the  transportation  of  household 
effects  not  to  exceed  the  net  weight  of  seven  thouS|and  pounds  for 
employees  with  an  immediate  family  as  defined  under  paragraph  B 2 of 
this  regulation  and  twenty-five  hundred  pounds  for  employees  without 
such  immediate  family.  For  the  purpose  of  determining  the  rates  and 
computing  the  amounts  to  be  allowed,  it  is  required  that  the  net 
weight  of  the  household  goods  and  personal  effects,  uncrated,  shall 
be  used  and  such  wei^t  shall  include  the  weight  of  containers  and 
packing  materials  vhich  are  required  to  protect  articles  of  fragile 
or  breakable  nature . . The  nei-  weight  of  household  goods  and  personal 
effects  which  are  packed  and  crated  ftr  shiimient  shall  be  computed 
on  the  basis  of  eighty  percent  of  the  gross  shipping  vjeigiit.  The 
employee  being  transferred  is  responsible  for  seeing  that  the  weight 
of  shipment  appears  on  the  original  bill  of  lading  or  other  document 
used  to  support  claim  for  reimbursement. 

In  instances  where  nb  'adequate  scale  is  located  at  origin  or  at  any 
point  within  a radius  of  10  miles  thereoi»,y  a constructive  weight, 
based  on  seven  pounds  per  cubic  foot  of  proi>erly  loaded  van  space  shall 
be  used. 

Means  of  Shipment,  Subject  to  the  limitations  set  forth  in  this  regu- 
lation, the  employee  shall  arrange  for  the  means  of  shipment  of  his 
household  goods  and  personal  effects  and  shall  be  responsible  to  the 
carriers  and  vendors  for  all  charges  incident  thereto.  Govemment  ^ 


Revised  2-11-47  (Amendment  232) 


RBGUIATICKS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICUIiTURE 


Travel  E3q> eases 


3435,  (cont.  2)  bills  of  lading  shall  not  be  us^  to  cover  shipments  of 
household  goods  and  personal  effects  between  points  within  the  continental 
D&aited  States. 

Shipments  From.  Points  Other  Iban  Official  Station.  Reimbursement  on  a 
commuted  basis  not  to  exceed  the  limitations  of  this  regulation  shall  be 
allowable  vdiether  the  shipment  originates  at  the  employee»s  last  official 
station  or  frcm  some  prevlovis  place  of  residence,  or  partially  from  both, 
and  .whether  the  point  of  destimtion  is  the  new  official  station  or  some 
other  point  selected  by  him,  or  both;  Provided,  that  the  cost  to  the  Govern- 
ment shall  not  exceed  the  cost  on  a commuted  basis  in  one  lot  by  the  most 
economical  route  from  the  last  official  station  to  the  new.  Reimbursement 
shall  not  be  allowed  for  the  tran^ortation  of  property  acquired  en  route 
from  the  last  official  station  to  the  new.  For  the  purpose  of  this  regu- 
lation, the  term  "official  station"  shall  be  ccnstrued  to  include  any  point 
from  which  the  employee  commutes  daily  to  his  official  post  of  duty. 

Reimbursement . Claim  for  reimbursement  of  expense  incurred  by  the  en^jloyee 
due  to  transfer  of  official  station  for  peimanaat  duty  shall  be  submitted 
on  the  regular  authorized  form  of  travel  expense  voucher.  The  claim  shall 
be  computed  on  the  basis  of  schedule  of  allowable  rates  in  effect  at  the 
time  actual  transfer  of  household  effects  began,  and  limitations  set  forth 
in  this  regulation.  The  application  of  the  schedule  will  require  a deter- 
mination of  the  short- line  highway  distance  betv/een  the  points  which  may 
be  authorized  under  these  regulations,  and  in  accordance  with  the  provisions 
of  the  Household  Goods  Carrier’s  Bureau  Mileage  Guide  No.  4,  Motor  Freight- 
Interstate  Commerce  Commission  No.  27,  or  successive  reissues  thereof. 

If  the  rate  is  not  shown  on  the  schedule  for  the  actual  distance  stated  in 
such  mileage  guide,  the  rate  shown  for  the  next  greater  distance  shall  apply. 
The  claim  should  be  supported  by  (1)  executed  carrier’s  original  bill  of 
lading  or  certified  copy  thereof;  or  (2)  Where  no  bill  of  lading  is  required, 
other  evidence  showing  point  of  origin,  destination  and  weight  shall  be  re- 
quired; and  (3)  a written  statement  by  the  claimant  that  the  net  weight  on 
which  reimbursement  is  claimed  does  not  include  articles  which  are  not  allow- 
able under  this  regulation. 

Transports cion  Tax.  Three  percent  Federal  Transportation  Tax  applicable 
on  shipments  of  household  effects  has  been  Included  in  the  schedule  of 
commuted  rates  prescribed  for  reimbursement  in  lieu  of  actual  expenses 
and  no  exemption  may  be  claimed  therefor. 

2.  Transportation  of  Household  Goods  and  Personal  Effects  Involving  Points 
Outside  the  Continental  Halted  States 

Weight.  Transportation  will  be  allowed  at  Government  expense  for  property 
when  packed,  crated,  boxed,  or  placed  in  lift  vans  for  shipment,  within 
the  following  maximum  weights: 

Employees  having  immediate  families: 

Pounds 

Shipment  Involving  transportation  by  vessel  over  all 

or  part  of  the  route  or  shipment  by  rail  or  motor 

carriers  requiring  packing  or  crating  8,750 

Shipment  by  motor  carriers,  un crated  7,000  ^ 


Revised  2-11-47  (Amendment  ^32) 


REGUIATIOIB  OF  THE  U.  3 


• DEPARTLZEI'Tr  OF  AGRICUIjriJkE 
Travel  Expenses 


3435 . ( cent . 3) 

^ Employees  without  immediate  family: 

Pounds 

Shipment  involving  transportation  by 
vessel  over  all  or  part  of  the  route 
or  shipment  by  rail  or  motor  carriers 


requiilng  packing  or  crating 3,125 

Shipment  by  motor  carriers,  uncrated  2,500 


Volume . Where  charges  are  computed  solely  on  the  basis  of  cubic 
measurement,  the  weight  equivalent  of  the  shipment  shall  be  paid. 

The  amount  chargeable  to  the  Government  shall  be  subject  to  the 
above  maximum  limitations  and  any  excess  collected  from  the 
employee . 

Allowances  for  packing,  crating,  unpacking,  and  uncrating.  The 
actual  costs  of  packing,  crating,  unpacking,  and  uncrating  shall 
be  allovjed;  Provided,  that  no  charges  shall  be  allowed  for  the 
packing,  crating,  unpacking,  and  uncrating  of  property  in  excess 
of  the  vreight  allowable  under  this  regulation. 

Allowances  for  Drayage.  The  actual  costs  of  drayage,  on  v/eight  not 
to  exceed  the  limitations,  to  and  from  the  common  carrier  shall  be 
allowed:  Provldea , that  in  no  case  shall  costs  of  drayage  be 

allowed  where  door-to-door  common  carrier  rates  are  applicable. 

Allowances  for  Temporary  Storage.  Temporary  storage,  not  to  ex- 
ceed 60  days,  shall  be  allowed  on  actual  cost  basis,  on  weight  not 
in  excess  of  the  authorized  limitation. 

Means  of  Shipment.  For  the  duration  of  the  present  war  and  six 
months  thereafter,  transportation  services,  including  allowances 
specified  herein,  may  be  procured  by  the  agency  concerned  from  any 
available  common  carrier;  Provided,  however . that  the  employee  may 
have  his  effects  moved  by  some  means  other  than  that  selected  by 
the  Government  by  paying  the  difference  between  the  charges  under 
the  means  selected  by  the  Government  and  the  charges  by  the  pre- 
ferred means. 

Use  of  Government  Bill  of  Lading  or  Purchase  Order.  Shipment  shall 
be  made  on  Government  bill  of  lading  or  purchase  order  vhenever  pos- 
sible; otherwise,  reimbursement  shall  be  made  to  the  en5)loyee  for- 
transportation  expenses  actually  and  necessarily  incurred  v/ithin  the 
limitations  prescribed  by  these  regulations.  If  property  in  excess 
of  the  amount  allowable  under  these  regulations  is  shipped  on  a 
Government  Mil  of  lading  or  purchase  order  with  the  authorized  allow- 
ance, the  employee  shall  immediately  upon  completion  of  the  shipment 
pay  to  the  proper  officer  of  the  departmsit  an  amount  equal  to  the 
charge  for  the  transportation  of  such  excess. 

Computation  of  Excess  Costs.  Excess  costs  payable  by  the  employee 
shall  be  coa::5)uted  from  the  total  charges  according  to  the  ratio  of 
excess  weight  to  the  total  weight  of  the  shipment.  Applicable  trans- 
portation tax  on  the  excess  cost  is  payable  by  the  employee.  * 
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^ Use  of  Lift  Vans.  Charges  allowable  hereunder  for  packing  and  crating 
and  for  transportation  shall  Include  expenses  incurred  in  hiring,  trans- 
porting, and  packing  lift  vans  when  shipments  are  made  in  whole  or  in  part 
by  water  but  shall  not  include  charges  in  connection  with  any  shipment  of 
empty  lift  vans  or  for  payment  of  storage  charges  or  import  duties  on  lift 
vans. 

Valuation.  The  val\iation  of  property  as  declared  for  shipping  purposes 
shall  not  exceed  that  at  which  the  lowest  freight  rates  will  apply.  Should 
the  employee  desire  a higher  valuation,  he  must  assume  all  costs  of  trans- 
portation in  excess  of  the  charges  at  the  lowest  rate. 

Shipment  from  Points  Other  Than  Official  Station.  The  expenses  of  trans- 
portation authorized  hereunder  shall  be  allovjable  whether  tbe  shipment 
originates  f ran  the  enployee*s  last  official  station  or  from  some  previous 
place  of  residence,  or  partially  from  both  and  lAiiether  point  of  destina- 
tion is  the  new  official  station  or  some  other  point  selected  by  him  or 
both;  Provided,  that  the  cost  to  the  Government  shall  not  exceed  tbe  cost 
of  shipment  in  one  lot  by  the  most  economical  route  from  the  last  official 
station  to  the  neiv.  No  expenses  shall  be  allowable  for  tl^  transportation 
of  property  acquired  en  route  from  the  last  official  station  to  tbe  new. 

Shipment  by  American  Vessels.  All  shipments  of  property  by  water  shall  be 
made  on  ships  registered  under  tbs  laws  of  the  thited  States  v/here  such 
ships  are  available. 

Preparation  of  Vouchers.  In  preparing  vouchers  for  payments  under  this 
subsection,  the  following  conditions  shall  be  observed; 

(a)  Statement  of  weight.  When  charges  for  transportation  are  based  upon 
weight,  the  actual  (not  estimated)  vjeight  shall  be  shown. 

(b)  Itemization  of  charges.  Where  services  rendered  cover,  in  addition 

to  t rancor  tat  ion,  such  other  services  as  packing,  crating,  drayage,  unpack- 
ing, uncrating  and  temporary  storage,  the  total  charge  for  the  services 
shall  be  itemized  so  as  to  show  the  charge  for  each  service, 

(c)  Payment  by  more  than  one  vpucher.  Where  all  the  services  rendered  in 
connection  with  moving  the  household  effects  of  an  employee  are  not  covered 
by  a single  voucher,  vouchers  coveri^  payment  for  subsequent  charges  shall 
bear  a reference  to  prior  vouchers,  * 
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AMENDMENT  NO.  150  TO  THE  REGUUTIONS  OF  THE  DEPARTMENT 


The  provision  of  section  12  of  Regulation  3435,  entitled  "Transpor- 
tation on  Permanent  Change  of  Station,"  as  revised  July  25,  1942, 
reading  "Such  an  extension  shall  be  approved  by  the  head  of  the  de- 
partment or  establishment  -within  the  six  months^  period  during 
which  shipment  -would  otherwise  begin,  • • ,"  will  become  effective 

October  1,  1942,  This  change  was  made  by  Executive  Order  No,  9223 
of  August  15,  1342,  An  appropriate  notation  should  be  made  -with 
pen  and  ink  on  Department  Regulation  3435, 

No  other  provision  of  Regulation  3435  is  affected. 

The  purpose  of  Executive  Oi*der  No,  9223  is  to  permit  the  approval, 
prior  to  October  1,  1942.  of  extensions  of  time  for  the  movement  of 
household  goods  and  personal  effects  in  cases  where  more  than  six 
months  have  elapsed  since  the  effective  date  of  the  transfer  of  the 
employee. 


Assistant  Secretary 
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REGULATIONS  OF  THE  U.  S.  DEPARTMELOT  OF  A(2^ICULTURE 


Travel  Expenses 


34S8e  Airplane  Travel  ^ (Canceled.)  ^ 

3439,  Eactra~Fare  Trains 

1,  Approval  Required  for  Extra-Fare  Train  Travel 

a.  Where  no  excess  cost  is  involved,,  * Ho  special  authorization 
or  apiproval  is  required  when  the  cost  of  travel  by  extra-fare 
trains  “to  the  Goverrsment , taking  into  constderetioa.  salary  and  sub- 
sistenoe  savings*,  is  not  in  excess  of  ther  cost  of  travel  by  regular- 
fare  trains, 

b,  Where  excess  cost  is  involved. 

(1)  In  accordance  with  the  Standardized  Government  Travel  Regula- 
tions the  Director  of  Finance  has  been  designated  to  specifically 
approve  travel  by  extra-fare  train  in  each  case  where  the  cost  ex- 
ceeds that  of  travel  by  regular-fare  train,  unless  the  travel  is 
necessitated  by  an  emercency  involving  the  loss  of  life  or 
property,  * The  Director  of  Finance  will  approve  extra-fare  train 
travel  where  excess  cost  is  involved  only  if  it  is  established 
that  (a)  the  necessary  purposes  of  official  travel  cannot  be  accom- 
plished by  regular-fare  train  or  (b)  travel  by  extra- fare  train  is 
absolutely  necessary  in  the  public  interest. 

Advance  approval  for  extra-fare  train  travel  at  excess  cost  to  the 
Government  should  be  obtained  if  time  permits.  When  it  is  impos- 
sible to  obtain  approval  in  advance,  the  traveler  or  the  person 
directing  the  travel  by  extra-fare  train  will  be  held  accountable 
for  the  amount  of  the  excess  cost  if  the  need  for  such  travel  is 
not  satisfactorily  established. 

When  the  approval  of  the  Director  of  Finance  is  required  for  extra- 
fare train  travel,  e.  memorandum  of  justification  must  be  submitted 
by  the  traveler  or  on  his  behalf.  Such  Justifications  must  be  ap- 
proved by  bureau  chiefs  or  by  officials  designated  by  them,  and 
forwarded  in  triplicate  to  the  Director  of  Finance  who  will  act 
upon  the  justifications  and  return  them  in  d\q)licate  to  the  bureaus. 

(2)  Travel  by  extra-fare  train  necessitated  by  emergencies  involving 
the  loss  of  life  or  property,  when  the  cost  exceeds  that  of  travel 

by  regular-fare  train,  must  be  approved  by  chiefs  of  bureaus,  busi- 
ness managers  of  bxireaus,  heads  of  regional  offices,  or  such  other 
ranking  officials  as  bureau  chiefs  may  designate.  In  such  cases, 
no  justification  needs  to  be  submitted  for  the  approval  of  the 
Director  of  Finance, 

2,  Determining  Comparative  Costs 

a.  General.  An  official  specifically  authorizing  travel  by  extra- 
fare  train  or  a traveler  contemplating  the  use  of  extra-fare  trains 
without  specific  approval  should  determine  in  advance  whether  addi- 
tional cost  to  the  Government  will  result.  In  making  such  determi- 
nation, per  diem  and  salary  savings  shaU^be  calculated  in  accord- 
ance with  subparagraphs  b and  c below  and  the  comparison  of  costs 
shall  be  made  as  outlined  in  subparagraph  d below. 


Revised  10-24-46  (Amendment  231) 


REGULATia^fS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Travel  Expenses 


3439.  (cent.  1) 

diem  savings.  Per  diem  savings  are  determined  by  deducting  the 
amoxint  of  per  diem  incurred  by  extra-fare  train  travel  from  the  amount 
that  would  be  payable  if  the  trip  were  taken  by  regular-fare  train. 

The  per  diem  rate  named  in  th©  travel  order  should  be  used. 

c.  Salary  savings.  Salary  savings  are  computed  on  the  basis  of  dedly 
salary  for  regular  hours  of  duty  during  which  th©  traveler  is  enabled 
to  be  at  his  official  station,  through  the  use  of  ©xtra-tare  tr^nSj 
and  during  which  he  would  have  been  away  had  he  traveled  by  regular-fere 
trains.  Salary  savings  are  exclusive  of  all  days  or  parts  of  days  which 
are  not  official  periods  of  duty  at  the  ©mploye©*B  station.  Salary 
savings  for  fractional  parts  of  a day  are  computed  on  th®  basis  of  th® 
number  of  hours  saved  in  proportion  to  the  number  of  regular  working 
hours  in  a day,  but  not  less  than  two  hours  saving  on  any  one  day 
may  be  claimed.  Time  gained  m&y  from  official  station  may  not  be  counted 
in  computing  salary  savings. 

da  Comparison  of  costs.  To  detensdn®  whether  excess  cost  will  result 
from  extra-fare  train  travel,  the  fare  charged  for  extra-far©  tiain  minus 
per  diem  savings  and  minus  salary  savings  should  be  compaiaal  with  the 
fare  charged  for  regular-fare  train* 

3»  Submission  of  voucher.  Reimbursement  vouchers  covering  travel  by 
©xtra-fare  train  will  be  submitted  fea*  payment  in  the  usual  manner, 
with  either  a showing  that  there  was  no  excess  cost  to  ti^  Govermaesb  or 
with  a properly  approved  Justification  of  th©  excess  cost  incurred. 

Revised  10-24-46  (ii«ndment  SSI) 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
OFFICE  OF  THE  SECRETARY 

WASHINGTON  25.  D.  C. 


August  15,  1917 


AMENDMENT  NO.  2U9  TO  THE  REGULATIONS  OF  THE  DEPARTMENT 
Cancellation  of  Regulations  3hhl  and  3ljl;2 


The  above  Regulations  relative  to  travel  by  special  con- 
veyance are  canceled  in  view  of  the  fact  that  the  pro- 
visions thereof  either  duplicate  the  provisions  of 
paragraphs  11  and  12  of  the  Standardized  Government  Travel 
Regulations  or  sire  no  longer  considered  necessarj^* 


Acting  Secretary 


Remove : 

Page  3UUl 

Page  3Ui;2  (continuation) 

Page  3Ui;2  (cont.2)  (rev.  10-21-U6) 


TRAUSPORTATION  OF  EFFECTS 


3451.  Transportation  of  Effects  on  Permanent  Change  of 
Station.-  An  employee  transferred  (not  for  his  own  convenience 
but  for  the  good  of  the  service)  from  one  official  station  to 
another  for  permanent  duty,  may  be  allowed  travel  expenses,  and 
charges  for  packing,  crating,  transporting  (including  drayage), 
uncrating,  and  unpacking  of  his  household  goods  and  personal 
effects,  animals  for  domestic  use,  and  personal  prop>erty  used 
in  official  work.  No  charges  in  connection  with  the  transporta- 
tion of  motor  vehicles  may  be  allowed. 

Charges  in  connection  with  the  transportation  of  an  em- 
ployee’s property  from  his  last  permanent  post,  or  from  a pre- 
vious post,  or  from  both  when  the  employee’s  effects  and 
property  are  located  in  part  at  both,  may  be  allowed. 

The  authorisation  for  the  expenses  of  transportation  of  an 
employee  and  his  property  must  be  in  writing  and  may  be  issued 
by  a chief  of  bureau  or  other  official  to  whom  such  authority 
has  been  delegated,  (See  regulation  3421.)  Such  authorization 
must  state  that  the  transfer  is  not  for  the  convenience  of  the 
employee,  but  is  for  the  good  of  the  service. 

Transportation  of  property,  when  authorized  under  this 
regulation,  must  commence  within  one  year,  idien  the  stations 
involved  are  within  the*  continental  limits  of  the  United  States, 
and  within  three  years,  idienever  one  or  more  of  the  stations 
involved  is  outside  of  the  continental  limits  of  the  United 
States,  the  period  to  begin  with  the  effective  date  of  the 
latest  transfer  of  the  employee,  provided;  that  idiere  in  the 
judgment  of  the  Secretary  of  Agilcultxrre  the  facts  warrant,  he 
may  authorize  such  transportation  after  the  periods  specified 
herein  have  expired,  (See  regulation  3422.) 

An  employee  of  this  Department  in  order  to  be  eligible  for 
the  transportation  of  personal  property  as  described  herein  at 
Government  expense  under  duly  authorized  transfer,  must  have 
borne  the  expense  of  transporting  such  effects  to  his  first  per- 
manent station,  or  must  bear  such  expense  of  transporting  to  a 
subsequent  permanent  station,  and  maintain  a residence  at  each 
prior  to  being  transferred  away;  except,  however,  that  when  an 
employee  presents  facts  in  writing  to  the  administrative  official 
responsible  for  the  transfer  establishing  definitely  that  the 
failure  to  transport  the  goods  and  maintain  a residence  was  not 
for  the  convenience  of  the  employee,  he  may  be  allowed  such 
transportation  costs  between  official  stations  as  indicated  in 
the  next  paragraph. 

If  the  facts  involved  are  sufficient  in  the  judgment  of  the 
administrative  official  responsible  for  the  issuance  of  the 
transfer  to  justify  movement  at  Government  expense  from  the  old 
to  the  new  station,  such  movement  may  be  accomplished,  provided 
the  employee  bears  the  expense  of  transporting  the  goods  to  the 
old  station. 

The  terms  ’’official  station,”  "station,”  "post  of  duty,”  and 
"post, " as  used  in  this  regulation,  are  synonomous  and  shall  be 
construed  as  including  a suburb  of  the  city  in  which  an  employee’s 
headquarters  is  located  or  any  point  at  which  an  employee  main- 
tains a residence  and  commutes  daily  to  the  place  where  duty  is 
performed. 


DEPARTME2^T  OF  AGRICULTURE 


WASHINGTON 


June  7,  1939 


AMEHMENT  TO  THE  REGULATIONS 


Amendment  No.  92. 


There  appears  on  the  reverse  side  of  this  sheet  a revi- 
sion of  the  Regulations  of  the  Department^  entitled  ”3451  - 
Transportation  of  Effects  on  Permanent  Change  of  Station,” 
which  is  hereby  promulgated  effective  immediately. 

The  purpose  of  the  revision  is  to  permit  an  employee 
transferred  from  one  permanent  station  to  another  "to  trans- 
port his  effects  at  Government  expense  from  one  station  to 
another  although  they  may  not  have  been  at  the  old  station 
previous  to  the  date  of  transfer;  to  authorize  shipment  from 
or  to  a suburb  of  the  city  in  which  an  employee’s  head- 
quarters is  located  or  any  point  from  which  the  employee 
commutes  daily  to  the  place  where  duty  is  performed;  and  to 
permit  chiefs  of  bureaus  to  delegate  authority  to  authorize 
the  expenses  incident  to  the  shipment,  etc,,  of  personal 
effects  on  change  of  permanent  station. 

Inasmuch  as  the  title  of  the  regulation  is  included  in 
the  Table  of  Contents  and  appropriate  items  appear  in  the 
Index,  no  changes  in  these  sections  are  necessary. 


Secretary, 


Transportation  of  Effects 


Shipments  shall  be  made  by  the  least  expensive  means  of 
transportation,  including  trucks  or  vans  where  practicable, 
taking  into  account  all  allowable  costs  herein  specified,  pro- 
vided, that  shipment  of  perishables  and  articles  required  for 
immediate  use  at  the  new  post,  such  as  wearing  apparel,  table- 
ware, bedding,  and  kitchen  utensils  (not  furniture  or  Jewelry), 
where  alternative  transportation  would  be  inconveniently  slow, 
may  be  made  by  express.  Shipments  should  be  made  on  Government 
bills  of  lading  with  release  to  the  lowest  valuation,  which 
must  be  specified.  Carload  rates  should  be  secured  where 
cheaper.  Any  insurance  or  other  protection  in  addition  to  that 
furnished  under  the  terms  of  the  contracts  or  bills  of  lading 
covering  such  sh5.fanents,  which  may  be  desired  by  the  employees 
whose  goods  are  to  be  transported,  must  be  procured  at  the 
personal  expense  of  such  employees.  Competition  is  required 
when  the  amounts  exceed  $50  for  (1)  packing  and  crating,  (2) 
drayage,  and  (3)  \incrating  and  unpacking,  except  where  one  con- 
tractor performs  more  than  one  of  the  foregoing  services  the 
|50  limitation  shall  apply  to  the  combined  cost  of  such  services. 
Whenever  shipment  is  to  be  made  by  truck  or  van  competition  shall 
be  secured  regardless  of  the  amount  involved.  (158)  (292) 

3452.  Responsibility  for  Household  and  Personal  Effects.- 
The  Government  assumes  no  responsibility  for  loss  or  damage  to 
effects  of  officers  or  employees  transported  by  freight  or 
otherwise,  even  though  the  shipment  is  at  Government  expense 
and  the  officer  or  employee  is  traveling  on  official  duty,  Al- 
thoixgh  insurance  charges  cannot  be  paid  by  the  Government,  offi- 
cers or  employees  transporting  household  and  personal  effects 
are  urged  to  cany  at  their  personal  e^ense  insurance  against 
loss  or  damage. 

Charges  incurred  for  the  storage  of  household  effects  at  the 
beginning  or  termination  of  the  journey,  or  at  an  intermediate 
point  where  such  storage  is  not  incidental  to  the  direct  transpor- 
tation thereof,  are  not  payable  by  the  Government. 
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TEAITSPORTATIQN  OF  PAMILIES 


3461.  Transportation  of  Officers ' Families 
Traveling  Al>road."  Th.e  expenses  of  transporter 
tion  and  sul)sistence  of  officers  of  the  foreign 
agricultural  service  and  their  immediate  families 
in  going  to  and  returning  from  their  posts  under 
orders,  whether  on  initial  assignment,  transfer, 
or  recall,  or  on  leave  after  three  years  or  more 
of  continuous  service  abroad,  may  be  paid  when 
traveling  under  orders  from  the  Secreta^  of 
Agriculture,  (6OO)  (See  also  Paragraph  34l6.) 


FREIGHT  AM)  EXPRESS 


3471.  Freight.  The  standard  Government  hill 
of  lading  form  prescribed  hy  the  Comptroller  Gen- 
eral should  he  used  for  all  freight  and  express 
shipments  chargeable  to  Department  funds.  Forms 
filled  in  at  least  as  to  appropriation  from 
which  charges  should  he  payable,  office  to  whom 
charges  should  he  hilled,  consignee  and  destina- 
tion, and  issuing  officer’s  certificate  should 

he  supplied  contractors  or  vendors  called  upon 
to  ship  material  at  Department  expense. 

If  a freight  shipment,  which  has  moved  on 
commercial  hill  of  lading,  is  received  and  trans- 
portation charges  are  payable  hy  the  Department 
a Government  hill  of  lading  form  will  he  made  out 
in  skeleton,  showing  point  of  origin,  destination, 
purchase  order  and  appropriation  from  which  freight 
charge  is  payable,  and  noting  in  the  space  provided 
for  description  of  shipment  the  following:  “Con- 

verted commercial  hill  of  lading,  original  commer- 
cial hill  of  lading  attached.”  The  original  com- 
mercial hill  of  lading  will  he  attached  thereto 
and  consignee’s  certificate  of  delivery  will  he 
accomplished  in  the  usual  manner.  The  original 
converted  hill  of  lading  with  commercial  hill  of 
lading  attached  will  he  surrendered  to  delivering 
agent. 

When  a Government  hill  of  lading  has  been 
issued  for  a shipment,  hut  has  not  been  received 
hy  the  consignee,  a certificate  in  lieu  of  lost 
hill  of  lading  should  he  executed  and  surrendered 
to  the  delivering  agent  in  the  same  mauner  as  an 
original  hill  of  lading. 

3472.  Express.-  Express  should  not  he  used 
unless  as  cheap  and  more  convenient  than  mail, 
where  mail  is  practicable,  nor  substituted  for 
freight  unless  the  slower  movement  would  sacrifice 
some  real  advantage,  or  unless  the  express  rate  is 
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Freight  and  Express 


less  than  the  minimiim  freight  charge  for  packages. 

If  consignor  has  failed  to  use  Government  hill  of 
lading, consignee  should  on  receipt  of  the  shipment 
fill  out  a Government  hill  of  lading  form, original 
and  memorandum,  as  completely  as  possible  as  to 
shipper,  shipping  point,  consignee,  destination, 
description  and  weight  of  consignment,  and  loss, 
damage^"  or  shrinkage,  if  any;  attach  to  the  orig- 
inal^jbhe  express  recelpt^  coamerciaX  hill  of  lading 
or  other  evidence  of  the  shipment;  execute  the  cer- 
tificate of  delivery  hut  not  consignor’s  certifi- 
cate; and  deliver  original  to  express  agent. 

Charges  for  express  services  are  subject  to 
land-ghant  deductions  the  same  as  if  the  service 
were  performed  by  the  participating  railroads  sub- 
ject to  land-grant  laws. 

In  the  case  of  express  shipments  the  value 
of  all  shipments  must  he  inserted  on  the  hill  of 
l^ing  and  marked  on  the  package  or  packages  by 
shipping  officers.  In  order  that  full  advantage 
may  he  taken  by  the  Oovernment  of  the  opportunities 
for  economies,  the  lowest  or  ’’released”  valuation 
should  he  specified  in  every  case  where  the  ship- 
ments are  made  up  of  non- fragile  and/or  inexpen- 
sive items  such  as  clothing,  records,  merchandise, 
etc. , on  which  protection  against  damage  or  loss 
is  clearly  a matter  of  insurance.  Only  in  ship- 
ments containing  fragile  euid/or  costly  items  such 
as  money,  precious  metals,  delicate  scientific 
instruments,  x-ray  tubes,  radium,  etc.,  requiring 
the  highest  degree  of  care  in  handling  by  the  car- 
rier, and  where  the  carrier  renders  actual  service 
in  protecting  the  shipments  against  damage  or  loss, 
is  it  permissible  to  declare  actual  or  increased 
values  and  pay  a consideration  for  such  special 
service.  Savings  of  considerable  magnitude  may  be 
effected  by  closely  adhering  to  the  long  and  well 
established  policy  of  the  Oovernment,  in  assuming 
its  own  risks  in  the  same  manner  as  is  common  among 
private  interests  having  extensive  holdings  of  con- 
sumable property. 


( j 


Freight  and  Express 


3^73 • Shipments  Recniiring  Customhouse  Clear- 
ance#- Shipments  requiring  customhouse  clearance 
should  he  consigned,  if  trans-JLtlantic , to  the 
United  States  Dispatch  Agent,  Ho*  45  Broadway, 

Hew  Tork  City;  if  trans-pacific,  to  Department 
of  Interior,  Seattle,  Washington,  and  United  States 
Dispatch  Agent,  Ferry  Post  Office  Building,  San 
Francisco,  California.  Written  advice  should  he 
sent  consignee  early  enou^  to  he  r^eived  not 
later  than  the  shipment,  requesting  him  to  clear 
importation  through  customhouse  and  instructing 
as  to  its  disposition.  Ordinarily  these  instruc- 
tions should  direct  the  forwarding  of  the  goods 
in  bond  to  the  customhouse  at  or  nearest  ultimate 
destination.  Ho  charge  should  he  incurred  for 
customhouse  brokerage  fees;  and  any  consignment 
of  imported  goods  to  an  express  or  forwarding 
company,  if  necessary  in  particular  cases,  should 
he  made  under  a prior  arrangement  with  the  con- 
signee to  secure  customs^clearanoe  without  ex- 
pense to  the  Department# 
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REGULATIOHS  OF  Tfffi  U.  S.  DEPARTMENT  OF  AGRICULTURE 


EXPENSE  ACCOUNTS 


I 


3481.  Ej^penee  Account  go  '•'The  Office  of  Budget  and  Finance  has 
the  responsibility  of  preparing  a general  guide  to  illustrate 
acceptable  ways  of  presenting  expense  accounts  to  the  end  that 
uniformity,  as  far  as  practicable,  may  be  obtained  and  that  payment 
may  be  made  promptly.  All  persons  authorised  to  travel  on  busi- 
ness for  the  Govemiaent  should  keep  a memorandum  of  expenditures 
properly  chargeable  to  the  Government,  noting  each  it«n  at  the 
time  the  expense  ie  incurred,  together  with  the  date,  so  that  the 
necessary  information  will  be  available  for  the  proper  preparation 
of  expense  accounts.  Employees  traveling  on  official  business  are 
expected  to  exercise  the  same  care  in  incurring  expenses  that  a 
prudent  person  would  exercise  if  traveling  on  personal  business.'* 

'••'Expense  accounts  must  be  submitted  in  accordance  with  the  provi- 
sions of  Standardized  Government  Travel  Regulations,  as  amended. 

Any  person  rendering  an  expense  account  containing  r eimburs ement 
items  must  certify  that  v*^he  account  is  just  and  true  in  all 
respects.  Falsification  of  an  item  in  an  expense  account  works 
a forfeiture  of  the  entire  claim.  (The  penalty  aa  prescribed  by 
law  for  presenting  a false  claim  is  a fine  of  not  more  than 
$10,000,  or  iaaprisonmeat  for  not  more  than  10  years,  or  both.) 

(1231)* 


(Regulations  3482  and  3483  are  cancelled.) 
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Deceased  Employees 


3491 • Death  of  Employees  in  Travel  Status  or  on  Foreign  Assign- 
ment. 

!•  General  Provisions.  The  following  definitions  and  provisions 
are  to  be  used  in  the  application  of  this  Regulation  which  covers 
the  payment  of  expenses  of  preparing  and  transporting  the  reroains 
of  employees  who  die  while  traveling  on  official  duty;  and  the 
payment  of  expenses  of  preparing  the  remains  and  transporting  the 
remains,  effects, and  dependents  of  employees  who  die  during  assign- 
ment to  a post  outside  the  continental  limits  of  the  United  States, 
or  while  in  transit  to  or  from  such  post. 

a.  Definition  of  Terms. 

(1)  "Employee"  means  an  officer  or  employee  of  the 
Dep€LTtment . 

(2)  "Home"  means  a fixed  or  permanent  dwelling  place 
synonymous  with  place  of  fixed  abode  as  distinguished  from  a mere 
temporary  residence. 

(3)  "Dependents"  includes  a lawful  widow;  children; 
stepchildren  and  adopted  children,  if  unmarried,  under  twenty-one 
years  of  age,  and  in  fact  dependent  upon  the  decedent  for  support, 
or  if  physically  or  mentally  incapable  of  self-support  regardless 
of  age;  and  dependent  parents  who  were  a part  of  the  decedent’s 
household. 


(4)  "Continental  United  States"  means  the  48  states 
and  the  District  of  Columbia. 

b.  Notification  of  Relatives.  When  the  chief  of  the  bureau 
or  office  is  infoimed  of  the  death  of  an  employee  while  in  any 
status  subject  to  the  provisions  of  this  Regulation,  he  shall 
notify  immediately  the  next  of  kin  or  legal  representative  of  the 
decedent  and  render  every  reasonable  assistance  in  arranging  for 
preparation  and  transportation  of  the  body.  He  shall  also  inform 
the  next  of  kin  or  legal  representative  of  the  provisions  of  this 
Regiilation, 

c.  Method  of  Payment  of  Expenses.  The  chief  of  the  bureau 
or  office  concerned  (with  the  approval  of  the  Secretary  as 
provided  herein)  authorize  payment  of  the  expenses  allowable  under 
this  Regulation  either  directly  to  the  persons  performing  the  pre- 
scribed services  or  by  reimbursement  to  any  person  who  has  made 
original  payment  of  such  expenses. 

d.  Death  During  Period  of  Absence  from  Duty.  When  an  employee 
dies  while  temporarily  absent  from  duty  during  a period  of  travel 
on  official  business  or  during  the  period  of  his  assignment  to  a 
post  outside  the  continental  limits  of  the  United  States,  the  pro- 
visions of  this  Regiilation  shall  apply,  except  that  the  amount 
allowed  for  the  transportation  of  the  remains  to  the  place  of 
interment  shall  not  exceed  the  amount  which  would  have  been  allow- 
able had  death  occurred  at  the  point  from  which  the  decedent  de-  , 
parted  on  such  temporary  absence. 

e.  Escort  for  Remains.  Transportation  expenses  of  an  escort 
for  the  remains  shall  not  be  allowed.  However,  this  shall  not  be 
construed  to  prohibit  the  use  by  an  escort  of  one  of  the  tTfo  tickets 


DEPARTASm  OF  AGRICULTURE 


WASHINGTON 


November  15,  1940 


AMENIMENT  TO  THE  REGULATIONS 

Amendment  No.  IO9 

There  appears  on  the  reverse  side  of  this  and  subsequent 
sheets  an  addition  to  the  Regulations  of  the  Department,  desig- 
nated ”3491*  Death  of  Employees  in  Travel  Status  or  on  Foreign 
Assignment." 

The  purpose  of  this  new  addition  is  to  incorporate  the  provi- 
sions of  Executive  Order  No.  8557»  "Prescribing  Regulations 
Governing  the  Payment  of  Expenses  Incurred  in  Connection  with  the 
Death  of  Certain  Civilian  Officers  and  Btiployees  of  the  United 
States,"  issued  pursuant  to  the  Act  of  July  8,  1940,  Public  No. 
729,  76th  Congress,  in  the  Regulations  of  the  Department.  Pri- 
marily this  Regulation  authorizes  and  prescribes  the  methods  of 
payment  by  the  Department  of  expenses  incurred  relative  to  the 
transportation  of  the  remains,  effects  and  dependents  of  employees 
who  die  while  traveling  on  official  business  or  during  a period 
of  assignment  to  a post  outside  the  United  States. 

The  provisions  of  this  Regulation  are  promulgated  effective 
September  6,  1940. 

The  following  additions  shou.ld  be  made  in  the  Table  of  Con- 
tents and  in  the  Index; 

Table  of  Contents: 

3491.  Death  of  Employees  in  Travel  Status  or  on  Foreign 
Assignment 
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household  effects  --------------  3491 

personal  effects  --------------  3491 
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Deceased  Employees 


required  to  ship  the  remains  as  baggage  by  railroad. 

f.  Use  of  Government  Bill  of  Lading.  If  the  shipment  of  re- 
mains is  made  by  express,  a Government  bill  of  lading  shall  be  used 
■whenever  possible. 

g.  Use  of  Standard  Form  No.  1034*  Standard  Fom  No.  1034 
Revised  shall  be  used  for  the  payment  of  expenses  other  than  ship- 
ment by  express  whenever  possible.  When  such  vouchers  are  used  to 
cover  the  payment  of  expenses  in  connection  with  employees  or  offi- 
cers who  have  died  irtiile  outside  the  continental  limits  of  the 
United  States  they  should  be  sent  to  the  Director  of  Finance  for 
transmittal  to  the  Secretary. 

h.  Funds  Available.  Payment  of  expenses  incurred  under  these 
Regulations  shall  be  made  from  the  appropriation  available  for  the 
activity  in  which  the  employee  was  engaged. 

i.  Eligibility.  No  payments  of  expenses  which  are  provided 
for  elsewhere  In  the  Depar'tment  Regulations  or  in  the  lews  of  the 
United  States  shall  be  made  under  this  Regulation.  (Certain  expenses 
arising  in  the  event  death  has  resulted  from  injuries  sustained 
while  in  the  performance  of  official  duty  are  excluded — See  Regu- 
lations 1555  end  3124 • ) Nothing  herein  contained,  however,  shall 
deprive  any  person  of  any  payment  here  authorized  because  of  the 
fact  that  the  deceased  employee  was  eligible  for  burial  benefits 

on  account  of  service  rendered  in  the  armed  forces  of  the  United 
States. 

2.  Preparation  and  Transportation  of  Remains  of  Employees  Within 
the  United  States.  When  an  employee  dies  while  traveling  on 
official  business  within  the  continental  limits  of  the  United 
States,  the  chief  of  the  bureau  or  office  ctmcerned  is  delegated 
the  authority  to  pay  the  expenses  of  preparing  the  remains  of  the 
decedent  and  of  transporting  the  remains  to  -the  home  or  official 
station  of  the  decedent  or  to  such  other  place  as  the  chief  of 
the  bureau  or  office  may  designate  as  the  appropriate  place  of 
Interment,  provided  that  in  no  case  shall  the  expenses  payable  be 
greater  than  the  amount  which  would  have  been  payable  had  the  place 
of  int'erment  been  the  home  or  official  station,  whichever  shall 
be  more  distant. 

a.  Preparation  of  Ranains.  The  costs  of  preparing  the  re- 
mains, allowable  under  this  Regulation,  shall  include  costs  of 
embalming,  cremation,  necessary  clothing,  and  casket.  The  total 
amount  of  such  preparation  shall  not  exceed  $100. 

b.  Tran8i>ortation  of  Remains.  The  costs  of  transporting 
the  remains,  allowable  under  this  provision,  shall  include  the 
costs  of  removal  of  the  remains  frcm  the  place  where  death  occurred 
to  an  undertaking  establishment,  procurement  of  burial  and  shipping 
permits,  furnishing  an  outside  case  for  shipment  (including,  when 
necessary,  the  sealing  of  such  shipping  case),  removal  to  a com- 
mon carrier,  transporting  the  body  by  common  carrier,  and  one  re- 
moval at  the  place  of  interment  from  the  common  carrier  to  an  un- 
dertaking establishment  or  other  place  of  immediate  delivery. 

Instead  of  conveyance  by  common  carrier,  removal  of  the  remains 
overland  by  hearse  (including  ferry  charges,  bridge  tolls,  and 
similar  items)  may  be  allowed,  provided  that  the  total  charges 

for  transportation  shall  not  exceed  the  total  costs  of  transpor- 
tation had  conveyance  been  made  by  common  carrier.  If  conveyance 
is  by  hearse,  no  allowance  shall  be  made  for  an  outside  shipping 
case. 
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Deceased  Employees 


3.  Preparation  and  Transportation  of  Remains  of  Employees  While 
on  Official  Business  or  Assignment  Outside  the  Continental  United 
States.  When  an  employee  dies  while  traveling  on  official  busi- 
ness outside  the  continental  limits  of  the  United  States  or  while 
on  assignment  to  a post  outside  the  United  States,  the  chief  of 
the  bureau  or  office  concerned  with  the  approval  of  the  Secretary, 
shall  pay  the  expenses  of  preparing  the  remains  of  the  decedent 
and  of  transporting  the  remains  to  the  hcaae  or  official  station 
of  the  decedent  or  to  such  other  place  as  the  chief  of  the  bureau 
or  office  may  designate  as  the  appropriate  place  of  intement, 
provided  that  in  no  case  shall  the  expenses  payable  be  greater 
than  the  amount  which  would  have  been  payable  had  the  place  of 
interment  been  the  home  or  official  station,  whichever  shall  be 
more  distant. 

a.  Preparation  of  Remains.  The  costs  of  preparing  the  re- 
mains, allowable  under  this  provision,  shall  include  all  the  ordi- 
nary costs  of  embalming,  craaation,  necessary  clothing,  and  a cas- 
ket or  container  suitable  for  shipment  to  the  place  of  interment. 
There  shall  also  be  allowed  any  expenses  necessarily  incurred  in 
complying  with  local  laws  and  laws  at  the  port  of  entry  in  the 
United  States  relative  to  the  preparation  of  dead  bodies  for  trans- 
portation and  burial.  The  chief  of  the  bureau  or  office  concerned 
shall  be  accountable  for  the  reasonableness  of  the  costs  allowed 
under  the  provisions  of  this  paragraph. 

b.  Transportation  of  Remains.  The  costs  of  transporting  the 
remains,  allowable  under  this  Regulation,  shall  include  the  chargee 
for  removal  of  the  decedent’s  remains  from  the  place  where  death 
occurred  to  an  undertaking  establishment,  from  the  undertaking 
establishment  to  a coomon  carrier,  and  thence  by  ccxnmon  carrier 

to  the  place  of  inteiment,  and  one  removal  at  the  place  of  inter- 
ment from  the  common  carrier.  The  remains  may  be  transported  by 
means  other  than  by  common  carrier,  provided  that  irtien  conveyance 
by  common  carrier  is  available  there  shall  be  allowed  toward  the 
expense  of  such  other  transportation  an  amount  not  in  excess  of 
the  sum  allowable  had  the  remains  been  transported  by  common 
carrier. 

4.  Transportation  of  Dependents,  Personal  Property  and  Household 
Effects  of  Employees  Dying  while  on  Assignment  Outside  the  United 
States.  When  an  employee  dies  during  a period  of  assignment  to  a 
post  outside  the  continental  limits  of  the  United  States  or  while 
in  transit  to  or  from  such  post,  the  chief  of  the  bureau  or  office 
concerned,  with  the  approval  of  the  Secretary,  shall  pay  the  costs 
of  transporting  the  dependents  of  the  decedent  and  the  household 
effects  and  other  personal  property  of  the  decedent  and  his  depen- 
dents to  his  former  heme  or  to  such  other  place  in  the  United 
States  not  more  distant  than  the  former  home  as  the  chief  of  the 
bureau  may  designate. 

a.  Transportation  of  Dependents.  The  costs  of  transporting 
dependents,  allowable  under  this  provision,  shall  Include  the 
actual  costs  of  transporting  such  of  the  dependents  of  the  decedent 
as  are  outside  the  continental  limits  of  the  United  States  to  a 
designated  destination,  provided  that  the  costs  shall  not  exceed 
the  costs  of  transportation  by  the  most  direct  route  from  the 
official  station  of  the  deceased  mnployee  to  said  destination,  and 
provided  that  travel  is  undertaken  during  the  period  of  one  year 
from  the  date  of  death  of  the  decedent.  Such  transportation  shall 
be  subject  to  the  provisions  of  the  Standardized  Government  Travel 
Regulations  and  to  the  Department  Regulations  and  rules  then  in 
effect. 
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b.  Transportation  of  Personal  Effects.  The  costs  of  trans- 
porting personal  property  other  than  household  effects,  allowable 
under  this  provision,  shall  include  the  expenses  actually  end 
necessarily  incurred  in  transporting  said  personal  effects  as 
baggage,  subject  to  the  provisions  of  the  Standardized  Government 
Travel  Regulations  and  the  Department  Regulations  and  rules  govern- 
ing the  payment  of  charges  for  the  transportation  of  baggage 
generally.  Expenses  in  connection  with  the  transportation  of  bag- 
gage by  private  conveyance  which  would  not  have  been  incurred  had 
the  baggage  been  transported  by  common  carrier  shall  not  be  allowed. 
Reimbursement  for  loss  or  damage  to  baggage  during  transit  shall 
not  be  allowed,  nor  shall  charges  for  marine  and  other  insurance 

be  allowed. 

c.  Transportation  of  Household  Effects.  The  costs  of  trans- 
portation of  household  effects  allowable  under  this  Regulation 
shall  include  costs  of  pecking,  crating,  drayage,  and  transporta- 
tion subject  to  the  following  restrictions  governing  payment  of 
such  costs. 

(1)  Items  allowable  as  household  effects.  Household 
effects  shall  be  deoaed  to  include  such  furniture  and  furnishings 
as  are  usual  and  necessary  for  the  maintenance  of  a household 
establishment  and  as  are  of  sufficient  intrinsic  value  reasonably 
to  justify  their  transportation,  but  for  the  purpose  of  this  Regu- 
lation shall  not  include  groceries,  provisions,  wines,  liquors, 
animals,  or  birds, 

(2)  Shipment  usually  to  be  by  freight  by  most  economi- 
cal route.  Shipment  of  household  effects  shall  be  made  by  ordi- 
nary freight  service  by  the  most  econcwiical  route  unless  otherwise 
specifically  authorized  by  the  chief  of  the  bureau  concerned.  In 
the  absence  of  such  authorization,  the  expense  of  shipping  house- 
hold effects  by  a method  other  than  that  indicated  above  shall  be 
allowed  in  an  amount  not  to  exceed  the  cost  of  shipping  such  effects 
by  frei^t  by  the  most  economical  route. 

(3)  Maximum  allowances  of  weight  and  volume  allowable. 
Except  as  hereinafter  provided,  the  maximum  number  of  pounds  of 
household  effects  when  packed  and  crated,  or  boxed,  or  packed  in 
lift  vans  for  shipment  by  freight,  for  which  payment  shall  be 
allowed,  shall  be  as  follows: 

When  family  When  family  is 

CLASS  OE  PERSONNEL  is  at  post  not  at  post 

Employees  in  grade  CAF-15  or  above 
or  receiving  a salary  payable  in 


such  grade  or  above  ------- 

24,000 

19,000 

Employees  in  grade  CAE-12,  CAE-13, 
or  CAE-14,  or  receiving  a sedary 
payable  in  such  grades  

20,000 

15,500 

Employees  in  grade  CAE-9,  CAE-10,  or 
CAE-11,  or  receiving  a salary  pay- 
able  in  such  grades  ------- 

16,500 

12,000 

Employees  in  grade  CAE-6,  CAE-7,  or 
CAF-8,  or  receiving  a salary  pay- 
able  in  such  grades  - - - - - 

13,000 

8,500 

Employees  in  grade  CAE- 5 or  below  or 
receiving  a salary  payable  in  such 

11,400 

6,720 
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When  shipment  of  effects  for  any  portion  of  the  Journey  is 
covered  by  a bill  of  lading  stating  that  charges  are  computed  only 
on  a measurement  basis  instead  of  a weight  basis,  the  maiinnim  num- 
ber of  measurement  tons  (measuring  40  cubic  feet  each)  for  which 
payment  shall  be  allowed,  shall  be  as  follows: 


CLASS  OF  PERSONNEL 

When  family 
is  at  post 

When  family  is 
not  at  post 

Employees  in  grade  CAF-I5  or  above 
or  receiving  a salary  payable  in 
such  grade  or  above  ------- 

60 

49 

Employees  in  grade  CAF-12,  CAF-13, 
or  CAF-14,  or  receiving  a salary 
payable  in  such  grades  ----- 

52 

40 

Employees  in  grade  CAF-9,  CAF-10, 
or  CAF-11,  or  receiving  a salary 
payable  in  such  grades  - - 

43 

33 

Employees  in  grade  CAF-6,  CAT-?,  or 
CAF-8,  or  receiving  a salary  pay- 
able  in  such  grades  ----- 

34 

26 

Employees  in  grade  CAF-5  or  below  or 
receiving  a salary  payable  in  such 
grade  or  below  --------- 

31 

24 

When  shipnents  involve  weight  consideration  over  one  portion 
of  the  distance  and  measurement  over  another  portion,  payment  shall 
be  allowed  for  charges  for  the  entire  distance  regardless  of 
measurements  if  the  wei^t  does  not  exceed  the  wei^t  limitations 
previously  indicated.  Payment  of  actual  charges  shall  also  bo 
allowed  for  the  entire  distance  regardless  of  weight,  provided  the 
measurements  do  not  exceed  those  previously  indicated. 

When  shipments  involve  weight  and  measurement  considerations 
over  different  portions  of  the  distance,  and  measuranont  and  weight 
are  both  in  excess  of  the  limitations  herein  prescribed,  payment 
shall  not  be  allowed  for  weight  excess  whore  weight  considerations 
are  involved  or  for  measurement  excess  ?diere  measurement  considera- 
tions are  involved.  Allowances  for  packing  shall  be  computed  on 
the  basis  (weight  or  measurement)  used  in  computing  shipment 
charges  at  the  initial  stage  of  transit. 

Within  the  continental  limits  of  the  United  States,  vdiere  the 
transportation  of  maximum  allowances  prescribed  above  at  less  than 
carload  rates  would  cost  as  much  as,  or  more  than,  a minimum  car- 
load, transportation  of  a minimum  carload  may  be  allowed  regard- 
less of  the  volume  or  weight  of  the  shipment. 

(4)  Shipment  to  be  made  on  American  ships.  If  house- 
hold effects  must  be  transported  by  vessel,  shipment  shall  be  made 
on  American  ships  unless  otherwise  specifically  authorized  by  the 
chief  of  the  bureau  pr  office  concerned  in  accordance  with  Regula- 
tion 3416. 


{ 5)  Other  costs  allowable  in  connection  with  transpor- 
tation of  household  effects.  Payment  shall  also  be  made  of  expenses 
incurred  in  hiring  and  transporting  lift  vans,  and  in  packing  and 
crating,  or  boxing,  or  packing  in  lift  vans  for  shipment.  Allowance 
shall  not  be  made  for  charges  in  connection  with  any  shipment  of 
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Deceased  fiaployees 


empty  lift  vans,  or  for  payment  of  storage  charges  or  import  duties 
on  lift  vans. 

(6)  Time  limit  on  shipment  of  effects.  Shipment  of 
effects  shall  be  made  within  one  year  of  the  death  of  the  officer 
or  employee,  unless  an  extension  is  granted  by  the  chief  of  the 
bureau  or  office  concerned,  with  the  approval  of  the  Secretary, 
prior  to  the  expiration  of  that  time.  (Public  No.  729,  ?6th  Con- 
gress and  Executive  Order  No.  8557*) 
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4.  EROPEftTY  REGULATIONS 


1-  Acquisition  of  Property 

2.  Management  of  Property 

3.  Recordation  of  Property 

4.  Disposal  of  Property 
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REQUIATIONS  OF  THE  U.  S.  DEPARTMENT  OF  A3RICULTDRE 


PURCHASE  OF  PROPERTY 

4111,  Acquisition  of  Property  by  the  Department  ♦ Subjest  to  the 
prorisions  of  l&ii,  these  regulations,  and  the  fiscal  and  adoinistratire 
regulations  of  the  Department,  property  may  be  acquired  (1)  by  purchase 
upon  requisition  or  contract,  or,  in  the  field,  under  letters  of 
authorizationj  small  emergency  purchases  of  supplies  and  materials 

for  use  in  Tfeshington,  D.  C.,  may  also  be  made  under  letters  of 
authorisation  (see  also  Regulation  3333);  (2)  by  manufacture  ndthin 
the  Department;  or  (5)  by  purchase  or  transfer  from  another  department 
or  establishment  of  the  Government,  Each  purchase  or  acquisition  by 
manufacture  eithin  the  Department  shall  be  evidenced  by  a eritten 
requisition,  contMict,  shop  request,  or  memorandum  approved  by  the 
chief  of  the  bureau  or  an  en^loyee  duly  authorized  by  the  chief  of 
the  bureau  for  which  the  article  was  purchased  or  manufactured. 
Transfers  £rom  another  department  or  Government  establishment  shall 
be  evidenced  by  copies  of  the  transfer  records  approved  by  the  Chief 
of  the  Division  of  Purchase,  Sales,  and  Traffic,  Immediately  up<m 
the  delivery  to  a bureau  of  a non-e3qpendable  or  semi-ejqjendable 
article  n^ich  has  been  acquired  by  purchase,  manufacture,  or  transfer, 
the  fact  that  the  article  has  been  received  shall  be  reported  to  the 
property  clerk  who  shall  see  that  a record  of  the  az*ticle  is  made 
without  delay  on  the  property  records  of  the  bureau,  (1851) 

4112,  Requisition  for  Supplies  and  Equipment.  In  view  of  the 
facilities  available  in  the  Central  Supply  Section,  care  should  be 
exercised  to  limit  requisitions  for  bureaus  and  offices  in  Sishington, 
D.  C,,  to  supplies  and  equipment  for  actual  needs.  Field  requisitions 
on  property  clerks  for  supplies  and  equipment  should  be  made  quarterly, 
or  semi-annually,  as  far  as  practicable.  A copy  of  the  requisiticMi 
will  be  retained  by  the  ordering  officer  for  checking  the  articles 
liien  received  from  the  property  clerk, 

4113,  Purchase  of  Automotive  Equipment.  ♦ (Canceled,  The  provisions 
of  this  regulation  have  been  superseded  by  Budget  and  Finance  Circular 
No.  546,  issued  under  the  authority  delegated  to  the  Director  of 
Finance  by  Secretary's  Memorandum  No,  990  of  March  7,  1942.)  ♦ 

4114,  Purchase  of  Published  Materials.  ♦ (Canceled  November  ID, 

1942,  by  Amendment  No.  155,)  * 

4115,  Purchase  of  Tree  Seed,  Cones,  and  Nursery  Stock  for  National 

Forests.  Regional  Foresters  may  procure  tree  seeds,  cones,  and 
nursery  stock,  for  seeding  and  tree  planting  within  national  forests, 
and  for  experiments  and  investigations  necessary  for  such  seeding 
amd  tree  jdMitiaf,  by  epan  purobame,  without  adreirtissoante  for 
proposals,  whenever  in  their  discretion  such  method  is  most 
economical  and  in  the  public  interest  and  ihen  the  cost  thereof 
will  not  exceed  $500,  (945) 

4116,  Procmrement  of  Arms  and  Ammunition.  Ifoenever  arms,  suitable 
accouterments  for  use  theirewith,  and  anmunition  are  requiredi 

1.  For  the  Protection  of  Public  Money  and  Property 

a.  Funds  available  for  field  work  in  the  Department  nay  be  used  for 

their  purchase,  ^der  authority  of  the  Act  of  June  4,  1956,  D,  S,  Code, 
Title  5,  section  542b,  without  regard  to  Section  3709  of  the  Revised 
Statutes,  or  the  Act  of  Iferch  3,  1879,  U.  S.  Code,  Title  50,  section 
61,  as  amended  by  the  Act  of  April  14,  1937,  (Public  No,  30,  75th 
Congress),  whenever  an  individual  purchase  does  not  exceed  $50,  (2048) 

b.  The  Secretary  of  ?*ar  shall  be  requested  to  furnish  them,  pursuant 
to  the  Act  of  March  3,  1879,  as  amended,  iriienever  the  amount  required 
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RE.IULATIDNS  OF  THE  U.  S.  DEPA tilJT  OF  AORICULTUaE 


Purchase  of  Property 

4116.  (cont.)  is  in  excess  of  $50.  The  request  should  be  in  the  form 
of  a letter,  prepared  by  the  bureau  concerned,  addressed  to  the  Secretary 
of  Itor,  for  the  signature  of  the  Secretary  of  Agriculture,  giving  an 
itemization  of  the  articles  required,  and  an  explanation  of  the  use  to 
be  made  of  them,  the  name  and  official  title  of  the  person  to  ^hom 
delivery  should  be  made,  and  his  location, 

c.  Whenever  arms,  accouterments,  and  ammunition  so  requested  are 
furnished  by  the  War  Department,  under  authority  of  the  Act  of  ifeurch 
3,  1879,  as  amended,  ch^ges  for  the  cost  (1)  of  replacing  borroTjed 
arms  and  accouterments  trhich  are  lost,  destroyed,  or  irreparable, 

(2)  of  repairing  arms  and  accouterments  returned  to  the  Jtajr 
I^partment,  and  (3)  of  making  and  receiving  shipments,  shall  be 
covered  by  a transfer  of  funds  from  the  requisitioning  bureau  to  the 
credit  of  the  ii^ar  Department  funds. 

d.  Whenever  arms,  accouterments,  and  ammunition  so  requested  cannot 
be  furnished  by  the  War  Department,  the  purchase  may  be  made  in 
accordance  Trith  the  rules  governing  purchases  in  general. 

2,  For  Purposes  Other  Than  the  Protection  of  Public  i^oney  and 
Property 

a.  Funds  available  for  field  work  in  the  Department  may  be  used  for 
the  purchase  of  such  articles,  but,  regardless  of  the  quantity,  if 
circumstances  permit,  they  should  be  procured  from  the  War  Department, 
under  authority  of  the  Act  of  August  24,  1912,  U.  S.  Code,  Title  50, 
section  75. 

b.  Whenever  circumstances  will  not  permit  of  procurement  from  the 
War  Department  purchases  may  be  made  under  authority  of  the  Act  of 
June  4,  1936.  Individual  purchases,  i^iich  do  not  exceed  $50,  may  be 
made  in  the  open  market,  without  regard  to  Section  3709  of  the  Revised 
Statutes,  and  when  in  excess  of  $50,  in  accordance  with  the  rules 
governing  purchases  in  general,  (2049) 

4117.  Mechanical  Shops. 

1.  Mechanical  work  desired  by  the  various  bureaus  of  the  Department 
of  Agriculture  in  Washington,  such  as  carpenter,  cabinet,  pattern, 
machine  shop,  plxipibing,  pipe  fitting,  sheet  metal,  electrical, 
composition,  fabric,  and  leather  work,  model  making,  painting, 
manufacture  of  rubber  stamps,  tyi)ewriter  repairs,  manufacture  and 
repair  of  awnings,  and  mechanical  supplies  and  equijxnent  may  be 
obtained  from  the  Mechanical  Shops  under  the  supervision  of  the 
Public  Buildings  Administration,  Federal  Works  Agency.  Bureaus 
should  procxire  such  services,  supplies,  and  equipment  from  the 
Mechanical  Shops  when  such  procurement  will  effect  savings  in 
expenditures.  Requests  should  be  prepared  on  the  forms  prescribed 
for  that  purpose.  Where  required,  reimbursement  will  be  made  in  the 
usual  way  by  the  bureaus  for  which  such  services  or  materials  are 
furnished.  (162) 

2.  The  construction  of  office  furniture  or  other  equipment  by  the 
Mechanical  Shops  will  not  be  permitted  when  standard  articles  available 
from  commarcial  sources  at  less  cost  will  serve  the  requirements, 

3.  Complaints  and  suggestions  relating  to  the  service  of  the 
Mechanical  Shops  should  be  made  to  the  Chief,  Office  of  Plant  and 
Operations . 


RBGUIATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Exchange  of  Property 


Ul21,  Exchanges  or  Sales  in  Purchasing  Equipment*  Items  of  equipment 
may  be  exchanged  or  sold  in  purchasing  similar  items,  5*c  as  authorised 
by  statute,  and  the  exchange  allowances  or  proceeds  of  sales  applied 
to  the  purchase  in  accordance  with  the  following  regulations:  ♦ 

1*  General 

a*  Items  of  equipment  may  be  exchanged  for,  or  sold  in  the  purchase 
of,  similar  items  only,  ^ i.e*,  tractor  for  a tractor,  boat  for  a 
boat,  etc.  ^ This  restriction  is  based  on  the  fact  that  trade-in  al- 
lowances solicited  from  vendors  not  dealing  in  the  type  of  equijHnent 
offered  in  exchange  are  unlikely  to  reflect  the  true  value  of  the  "ex- 
change* items.  * However,  when  parts  are  purchased,  it  is  not  neces- 
sary that  identical  parts  be  sold  or  exchanged}  it  is  sufficient  that 
the  parts  purchased  be  for  use  on  the  same  class  of  equipment. 

b.  In  the  solicitation  of  bids  for  the  purchase  of  equipment,  while 
it  is  permissible  to  solicit  either  a cash  or  an  exchange  offer  for 
any  item  the  exchange  of  idiich  is  authorized  by  law,  it  shall  be  the 
policy  of  this  Department  to  solicit  both  cash  and  exchange  offers  in 
all  transactions  covering  these  items  unless  (1)  recent  solicitation 
for  identical  items  has  produced  only  one  type  of  offer  under  cir- 
cumstances indicating  the  futility  of  further  advertising  for  any  other 
1yp6  of  offer,  or  (2)  solicitation  of  both  types  of  offers  for  the 
equipnent  to  be  replaced  would  be  plainly  ineffective  in  reducing  the 
cost  of  the  purchase.  IWhen  both  cash  and  exchange  offers  are  obtained, 
only  the  offer  or  combination  of  offers  resulting  in  the  lowest  net 
cost  of  the  equipment  being  purchased  shall  be  accepted. 

c.  The  rules  governing  the  disposition  of  surplus  property  do  not  ap- 
ply to  items  the  exchange  or  s^e  of  which,  in  purchasing  similar  items, 
is  specifically  authorized  by  law.  Ihen  such  property  is  sold  for  cash, 
the  provisions  of  Regulation  hh22  with  respect  to  advertising  shall  ap- 
ply. 

2.  Exchange  Allowances  and  Proceeds  of  Sales  To  Be  Applied  to  Purchase. 
Exchange  allowances  for,  ^ or  proceeds  of  sales  of,  any  article  or 
item  the  exchange  of  ?hich  is  authorized  by  law  ^ shall  be  applied  to 
the  purciiase.  That  is,  when  such  equipment  is  exchanged,  the  ap- 
propriation shall  be  charged  only  the  excess  of  the  price  of  the  equip- 
ment purchased  over  the  trade-in  allowance  for  the  equipment  exchanged; 
and  when  such  equipment  is  sold  in  purchasing  similar  equipment,  the 
proceeds  of  the  sale  shall  be  deposited  in  the  Treasury  to  the  credit 
of  the  ^ special  fund  receipt  account,  arxi  shall  be  used  in  paying  for 
the  new  equipment,  in  accordance  with  procedure  prescribed  by  the  General 
Accounting  Office.  ^ In  making  such  deposits,  the  purchase  transactions 
shall  be  identified  on  the  Schedules  of  Collections  (Standard  Form  lOUi). 
(P\d)Uc  Law  600,  79th  Congress;  5 U.  S.  C.  Il6d,  5U5,  5U6,  5U8,  5U9; 
la  U.  S.  C.  26,  27.) 
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TSRSOmSL  HAJaDLIHG  PROPERTY 


4211.  ResDonsi'bility  for  Property.-  Every 
employee  of  the  Department  will  he  held  responsi- 
ble for  the  proper  use  and  protection  of  any 
Government  property  which  may  come  into  his  cus- 
tody or  control  in  any  manner  whatsoever. 

The  official  in  charge  of  the  property  of 
a station  shall  he  responsible  for  all  accounta- 
ble property  at  field  substations  under  his  super- 
vision. He  shall  obtain  and  keep  on  file  in  his 
office  memorandum,  receipts  for  all  accountable 
property  issued  to  field  substations  either  by 
himself  or  any  other  authorized  official  of  the 
bureau,  and  when  necessary,  shall  obtain  annual 
returns  of  such  property.  (1652,  1653) 

4212.  Individual  Accountability.-  In  each 
bureau  an  employee  or  employees  (or  a class  of 
employees,  such  as  heads  of  field  stations)  shall 
be  designated  by  the  chief  of  bureau  to  receive, 
receipt  for,  and  take  charge  of  all  newly  ac- 
quired property.  Every  employee  so  designated 
will  be  held  strictly  responsible  therefor  until 
relieved  of  such  responsibility,  in  accordance 
with  these  regulations. 

Relief  from  responsibility  for  non-ex- 
pendable or  semi-expendable  property  may  be 
given  for  the  following  causes: 

(1)  Authorized  transfer; 

(2)  Consumption,  loss,  theft,  damage  or 
deterioration  through  use  beyond  profitable  re- 
pair, destruction; 

(3)  Payment  to  a disbursing  officer  of  the 
Department  of  the  value  determined  by  the  chief 
of  bureau  or  an  employee  designated  by  the  chief, 
in  case  of  loss,  damage,  or  destruction  of  prop- 
erty through  enployee*s  negligence; 


'V,.  ^ 


rm^om  otiose  , ■ ; .":;  ■ '■  ’ v 

X‘xev'1  *xo1:  x^lIMltoaaeE  •XIS;^. 

•iaxioqae*^  Moii  od  Ilxtr  <sx£^  to  ee^oIqTii© 

Jo  aoUooJQ*iq  bsxB  em"  taqoiq  ed^  '^oJ  old- 
-8iro  airf  oitax  eraoD  i&sm  xXoMw 

' «T*9Teoad'<Bilw  ^©nxQBfa  xxi  Xoxitxipo  to 

lo  -^^TaqoTq  ©iii'  to  ixl  I^lom-o  edT 

lol:  eldisHoqaerr  ©d  li^xia  noXifade  « 
‘t^qjjs  fsM  ^ehass  sno i^siecfxrs  MeX*^  3“^  ’^XTsqoTq  elcf 
sxii  at  ^IJtJ  m qB&:i  xtl^sicfo  XX^a  eH  .xtoxar*?" 
el&XixtroaoB  Ila  to!  aXqXeoeT  .ariX^iomeffl  eoXn 
’sgiX-  TSii^txe  auoX^xstad’fr©  Mall  o^  .&axraal  ■'v;i^Teq;0Tq  — 
ei^  to  laiomo  hezt%od^ssM  %miSo.x^&  to  JiOBmM., 
XmmiB  nl&Mo-  LIMb  .x^an&OB^  mdw  tes  .uboixtcT 

(oaai  ,saai}  .\^teqptq_  doua-to  BirwtB% 


dbrn  al  -'^rJXlM&tnuoaok  X^kXjIPM. 
to  aaslo  B TO ) aBexofqme  to  ©©'^oXqtsie  ns 
Xlsdh  (sx£0XXis^a  MbIJ  to  aimed  -sb  rioxra  ,«e68Xo'Iq£jie- 
,©vl0ooT  od  '.uBstsM  to  ts-tdo  odd  'Xd"  JbeSssi^lBOb  odf 
' ■■:■,  -OB.  .'tXwajo:  Xlis  l“'o  o^Tjado  a^C©;!  bns  ^tot'  d^XoDOt 
/ ■'kads£t^jX&eb  os  ssxolqme  -^TevII  ..iscfToqoTq,  i/exL^ 
IxXisxr  toJetedi  &MlBHoqaeT  xddoitds  Med  &df  II Xw 
oombtoocm  nl  xdXIXdlsnoq&at  dorra  to  bev&ilet 

«snoi:^Blxf:9.eT  eaedd:;  d;ti:w 


■-z6‘-iSon  Tol  ig;J'IIMlaB:oq8:eT  matt  teXI&E  ^ . 

6mX  vm  '^^d’TsqoOT  BXdd&ii0qx©-‘*i^©a  to  oXdrB&iSBq  ^ 
saeairao  ^IwoIIol  ad;t  Tol  nevX^ 


;tet8£LBtd  LesltaddirA  (l) 


■10  esBK^  .d-tsrii  .aaoX  >.oi^q;B5£r8iIoQ  (S)  ;•  >'-'  '2 
-ai  eltfaSnoi^  ficoxetf  esif  dstfouf#  xiGl4sT:ol-!e*&i.^| 
\ '■  •noxct‘oxjT;taei»  ^TXjsq.'^; 

edf  ^o'  raonio  ^ia-iMalS  fl  oi  'Maanca^  (5) 

' *3:eMo  &dj  xd  benls^BSob  eirlsv  prfir  to  ^jxomXtBq.BCl  ^ 
,teIdo.  ©diJ  xd  b&dmmXmb  ©exolqffl©  ob  to  dsetuf  to  ^ 
*<xotq  lO'  tO'.'' , ©Sbcsb^  ,aaoX  -"^o  eaBO  uX 

’'■  ■ .,  ■ ■;  ■ ■*.©oxi©^Ms^JQt  a %©xoXqfSo  ■ x^TOTd^"  ^ 


REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 


Personnel  Handling  Property 


1212,  (cont.  1) 

(U)  Sale  or  other  disposition  by  a board  of  survey  (see  sections  on 
sale  of  property  in  Washington  and  in  the  field); 

(5)  Abandonment.  (165U,  1655) 

1^213,  Action  on  Death  of  Official  in  Charge.  Upon  the  death,  resig- 
nation or  the  disappearance  of  an  employee  responsible  for  property 
the  first  assistant  or  other  person  designated  by  the  chief  of  bureau 
to  take  charge  shall  prepare  in  duplicate  an  inventory  of  all  semi- 
ejqpendable  and  non-eJ5)endable  property.  One  copy  of  the  inventory  shall 
be  forwarded  to  the  bureau  for  examination  and  appropriate  action.  The 
duplicate  copy  shall  be  retained  at  the  station  as  a basis  for  future 
property  returns. 

U2lU.  Purchase  from  Government  Bnployees  Prohibited.  No  svqpplies  or 
property  for  the  use  of  the  Department  shall  be  purchased  from  ai^  of 
its  employees  without  the  approval  of  the  chief  of  the  division  of 
purchase,  sales,  and  traffic.  The  request  for  such  approval  must  in 
each  case  be  accompanied  by  a statement  in  writing  from  the  officer 
certifying  the  voucher  showing  the  necessity  for  the  purchase  and  in- 
dicating specifically  that  the  purchase  from  the  ©nplpyee  will  be  more 
advantageous  to  the  Government  than  a purchase  from  any  other  source. 

U2l5.  Purchase  of  Government  Property  by  Etoployees.  ^ Personal 
property  offered  for  sale  by  the  Department  ^y  be  purchased  by  ©n- 
ployees  only  irtien  the  sale  of  such  property  is  based  upon  competitive 
bids,  as  required  by  Regulation  Uii22,  provided  that  no  purchase  may 
be  made,  either  directly  or  indirectly,  by  an  employee  who  was  for- 
merly accountable  for  the  property,  who  formerly  used  the  property, 
or  who  was  in  any  way  connected  with  its  condemnation,  declaration 
as  surplus,  or  sale,  and  provided  further,  that  this  regulation  shall 
not  apply  in  the  case  of  surplus  perishable  products  sold  to  employees 
in  accordance  with  Regulation  UU23.  ♦ 
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4216.  Personal  Possession  of  C ondemned  Prox>~ 
erty.~  No  employees  shall  appropriate  for  his 
own  use  any  article  of  Bepartment  property  which 
has  been  ordered  destroyed. 

4217.  Property  Appropriated  for  Personal 
Use.-  If  any  article  of  Bepartment  property  is 
appropriated  for  his  own  use  by  an  employee  of 
the  Department , the  chief  of  bureau  will  immedi- 
ately taJk:e  steps  to  recover  the  property  or  its 
value  from  the  employee.  Any  moneys  which  may 
be  so  recovered  shall  be  promptly  transmitted 
through  the  proper  bureau  officials  to  the  chief 
disbursing  officer  of  the  Treasury  Department  for 
deposit  in  the  Treasury  to  the  credit  of  Miscel- 
laneous Receipts  in  accordance  with  existing  reg- 
ulations. Pending  such  recovery,  the  chief  of 
bureau  should  withhold  any  moneys  due  or  which 
may  become  due  to  the  employee  involved,  aud 
should  also  report  the  circumstances  of  the  case 
to  the  Secretary  for  proper  disciplinary  or  other 
action.  (l23l) 
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REGULITIONS  OF  THE  U.  S.  DEPARTWENT  Cff*  A{HICULTURE 
PftOPHlTY  SUPERVISION 

4221.  Classification 

1.  All  Department  property  shall  be  classified  as  either  expendable 
or  non-<xpendable  in  accordance  with  the  folloidngi 

a.  Expendable  Property 

(1)  Articles  and  supplies  destroyed  or  consumed  eith  use  or  requiring 
frequent  replacement,  euch  as  stationary,  fuel,  food,  fertilizer,  hand 
tools,  brushes,  glasseare,  flashlights,  or  belting. 

(2)  Articles  normally  considered  non-expendable  acquired  for  the  eiqpress 
purpose  of  immediate  incorporation  in  an  article  or  eqxiipment  carried 
as  non-expendable. 

(5)  Articles  normally  considered  non-eaqpendable  acquired  for  testing 
or  other  purposes  which  would  result  in  their  destruction. 

(4)  Fixtures  placed  in  buildings  owned  by  the  Federal  Government. 

(5)  iniBulw  acquired  for  food  or  slaughter,  or  for  experimental  pur- 
poses when  the  animals  are  the  object  of  toe  experiment, 

b,  Hon^hcpendable  Property 

(1)  Property  of  a permanent  character,  such  as  buildings  and  other  struc- 
tures, boats,  motor  vehicles,  instruments  of  precision,  or  furniture, 

(2)  Articles  of  a personal  nature,  such  as  raincoats,  boots,  or  pocket 
type  fountain  pens. 

(5)  Gold,  platinum,  and  any  other  precious  metals,  axtd  any  articles 
na^  thereof. 

(4)  Badges,  seals,  and  other  devices  indicating  official  appz^>val  or 
authority, 

(5)  Ranovable  fixtures  in  a rented  building,  placed  therein  by  the 
Government, 

(6)  Animals  not  acquired  for  food  or  slaughter,  nor  for  experimental 
purposes  when  the  animals  are  the  object  of  the  experiment. 

2.  Mateiials  and  parts,  whether  carried  as  e^qpendable  or  non-expend- 
able, may  be  considered  as  expended  when  incorporated  in  a structure 
or  article,  but  the  completed  structure  or  article  must  be  taken  up 
in  the  records  as  non-expendable  under  a description  adequate  to  show 
its  salient  features. 

3.  Materials  and  parts  used  in  the  repair  or  improvement  of  existing 
equipment  or  structures  will  be  considered  as  expended  when  applied  to 
the  work, 

4.  For  classification  of  books  and  other  published  matter,  see  Regu- 
lation 1911. 

5.  Articles  manufactured  by  the  Department  shall  be  classified  in 
the  same  manner  as  similar  articles  obtained  from  cocomercial  and  other 
sources. 

6.  To  coordinate  the  classification  of  property,  the  Director  of 
Finance  will  issue  a list  of  non-expendable  property.  In  conformity 
therewith,  the  bureau  chiefs  will  then  issue  lists  of  expendable  and 
non-expendable  property  under  their  jurisdiction,  except  that  property 
of  an  expendable  nature  may  be  designated  as  non-e2q>endable  when,  in 
their  judgment,  the  circumstances  warrant. 

4222,  Identification  of  Property.  TIhen  practicable,  ***  property  shall 
be  marked  for  purposes  of  identification  so  as  to  indicats  ownership  by 
the  Department,  All  aj^saratua  and  equipment  bearing  factory  or  trade 
numbers  shall  be  recorded  by  such  numbers,  as  well  as  by  description 

♦ when  the  value  of  the  property  makes  such  a record  desirable  or  when 
such  numbers  might  be  utilijied  in  tracing  lost  or  stolen  propeirty.  ♦ 


Revised  12-22-44  (Amendsmt  202) 
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RBGUIATIONS  OF  THE  U.  S.  DEPARTbiSNT  OF  ACHTCULTURE 


Property  Stqjervieion 


4225,  Responeibllity  for  Accounting  for  Instruments  Used  as  Money. 

1.  The  chief  of  each  bureau  shall  be  responsible  for  seeing  that  there 
are  maintained  such  records,  procedures,  internal  controls  and  audit 
programs  as  are  necessary  for  properly  safeguarding  and  accounting  for 
postage  stamps,  car  tokens,  toll  bridge  tickets,  scrip  books,  and 
other  similar  instruments  or  things  belonging  to  the  tbited  States 
(see  Regulation  1812),  nhich  may  be  used  as  money  or  in  lieu  of  money, 
except  that  this  regulation  shall  not  apply  to  transportation  requests, 
bills  of  lading,  or  tax  exemption  certificates. 

2.  The  audit  programs  Eiaintained  shall  provide  for  audits  to  be  made 
at  least  annually  (but  anch  more  frequently  in  most  cases)  by  employ- 
ees not  immediately  responsible  for  handling  the  instruments  involved, 
and  shall  also  provide  a determination  that  such  Instruments  have  been 
properly  accounted  for  and  disposed  of  in  accordance  irith  existing  lair 
and  the  regulations  of  the  Department.  (See  also  Regulation  3172 •) 

4224. 

1.  Exhibit  material  may,  in  the  discretion  of  the  Director  of 
Information,  and  upon  compliance  with  such  conditions  as  he  may  impose, 
be  loaned  for  exhibition  where  it  is  believed  such  e^dxibition  may  be 
of  benefit  to  the  Department. 

2.  All  property,  either  expendable  or  non-esqwndable,  displayed  at 
e^qpositions,  fairs,  and  similar  exhibitions,  shall  be  accounted  for  in 
accordmce  with  these  regulations,  except  that  objects,  mechanisms,  or 
other  materials  that  form  parts  of  or  are  used  in  connection  with  esdiib- 
its  prepared  and  displayed  under  direction  of  the  Office  of  Information 
need  not  be  carried  on  Department  property  records  and  need  not  be 
accounted  for  as  property  idien  mm  out,  or  upon  becoming  obsolete  or 
otherwise ' unserviceable  • (See  also  Regulation  1511.) 

4225.  Ifl.8use  of  Property. 

* Except  in  emergencies  threatening  loss  of  life  or  property,  no 
employee  shall  use  or  permit  any  other  person  to  use  Department  prop- 
erty or  equipment  for  any  purpose  other  than  performance  of  the  work 
of  the  Depar^nt*  * (See  also  Regulation  1651  •) 

4226.  Storage. 

Property  issued  to  employees  in  charge  of  field  paz*tles  for  whi^ 
there  is  no  immediate  need  may  be  placed  in  storage  Ydien  authority 
^erefor  is  obtained  in  advance  the  chief  of  the  bureau.  Storage 
fees  may  be  paid  in  cash  by  the  employee  charged  with  the  property  and 
the  receipt  of  the  storage  company  submitted  with  his  reimbursement 
account,  or  paynent  may  be  made  to  the  storage  company  on  the  proper 
voucher.  (See  also  Begulation  1851.) 

4227.  Use  of  Condemned  Property. 

Farts  of  machines  and  other  articles  which  have  become  unserviceable, 
or  for  which  the  Department  has  no  farther  use  in  their  entireties,  say 
in  the  discretion  of  boards  of  survey  be  retained  for  use  in  repair  or 
construction  work  or  for  other  departmental  purposes.  In  sudi  cases, 
the  articles  will  be  dropped  from  the  property  returns,  and  the  parts 
shall  be  taken  up  as  expendable  property  on  the  records  of  bureau 
to  irtlch  they  are  allotted  by  the  board  of  survey. 

Revised  8-18-44  (Am«adment  192) 


REGULATIONS  OF  THE  U.  S,  DEPARTMENT  OF  APICULTURE 


PROPERTY  RECORDS  AND  REPORTS 

4311,  ♦ Property  Records.  A record  of  accountable  property  id  11 
be  Bsaintatned  by  each  bxireau  having  custody  of  property,  Ihere 
bureaus  have  decentralized  their  property  accountability  records^ 
en  ea^loyee  or  employees  shall  be  designated  at  each  field  station 
to  be  responsible  for  the  maintenance  of  the  records  under  such 
procedure  as  the  chief  of  bureau  may  prescribe.  Property  records 
will  be  supported  by  receipts  of  the  employees  to  whom  accountable 
property  has  been  issued,  (See  also  Regulations  4211  and  4212,)-^ 

1. s-  Non«-@xpendable  Property  Accountability  Records » The  records  shall 
be  maintained  to  reflect  the  following  data: 

a.  Description  of  article, 

b.  unit  or  group  cost  (where  group  cost  is  maintained,  property 

disposed  of  shall  be  written  off  using  average  cost  per 
unit)  9 

c.  location  of  property  or  name  of  the  person  to  whom  assigned^ 
The  record-s  of  such  data  shall  b e arranged  to  shew? 

a.  Inventory  at  beginning  of  period. 

b.  Receipts  of  property  during  period, 

c.  T/isposition  of  property  during  period, 

d.  Inventory  at  end  of  period,* 

2 , # Bbcpendable  Property  Re  cords « These  records  shall  consist  of 
acquisition  and  disposition  memoranda  or  other  records  showing  t; 
number  or  quantity,  description,  and  cost  of  articles,  receiptir^ 
officer  and  use  for  which  intended.  These  memoranda  may  be  filed 
without  transcript  of  their  contents  to  any  property  record, * 

5 . * Inventories , Annual  physical  inventories  of  non-ejqjendable 
property  and  the  stores  account  portion  of  expendable  property 
will  be  made  by  each  bureau,  including  field  stations.  These 
inventories  shall  be  taken  at  least  once  during  a twelve-month 
period,  (See  also  Regulation  4215,)* 

4 , * Audit  and  Inventory  Reports.  The  type  and  frequency  of  bureau 
or  field  station  audit  necessary  to  chsck  inventories,  and  to 
determine  if  accountability,  proper  use,  and  adequate  protection  of 
Government  property  have  been  made,  will  be  determined  in  accordance 
with  procedures  prescribed  by  the  chief  of  bureau.  The  audit  program 
should  provide  for  property  audits  to  be  made  at  such  intervals  to 
insure  that  reasonable  care,  protection,  and  accountability  are 
maintained.  Audit  reports  and  annual  inventory  reports  will  be 
submitted  to  the  chief  of  bureau  or  officer (a)  designated  by  him 
for  review,  * 

4312,  Field  Records.  ♦ (Cancelled,  See  Regulation  4511,)  * 

4313,  Invoices  and  Receipts.  All  transfers  of  property,  e^qpendable 
or  non-expendable,  except  from  one  station  or  office  to  another, 
shall  be  evidenced  by  invoices  and  receipts.  Property  which  has 
been  invoiced  shall  not  be  receipted  for  until  the  full  amount  is 
actually  received  and  the  invoice  certified  or  corrected.  Each 
invoice  shall  b€  carefully  compared  with  the  property  received,  and 
if  found  correct  the  receipt  will  be  completed,  compared  with  the 
invoice,  and  promptly  returned. 


Revised  11-24-44  (Amendment  200) 


REGULATIONS  OF  THE  U.  3.  DEPARTMENT  OF  AGRICULTURE 


Property  Records  and  Reports 

4314.  Filing  of  Invoices  and  Receipts.  Invoices  shall  be  filed 
currently  by  the  consignee  and  receipts  by  consignors,  nith  their 
retained  property  returns  as  authority  for  taking  up  or  dropping 
property  from  the  records. 

4315.  Schedule  of  Property  Transferred,  Mhen  property  is  transferred 
from  one  station  or  office  to  another,  transfer  papers  shall  be  made 
out  by  the  transferring  station  or  officer  and  mailed  to  the  receiving 
station  or  office.  In  all  cases  three  copies  shall  be  prepared  but 
additional  copies  may  be  required  by  the  chief  of  bureau.  If  upon 
delivery  the  property  is  found  to  agree  irith  the  schedule,  the 
receiving  office  shall  execute  Wie  receipt,  return  one  copy  to 

the  sender,  fon«ard  one  copy  to  the  chief  of  the  bureau,  and  retain 
one  copy  in  its  files,  fhe  remaining  copies,  if  any,  shall  be  dis- 
posed of  in  accordance  with  instructions  of  the  chief  of  bureau. 

4316. *  Camera  and  Microscope  Parts.  Detachable  camera  lenses  and 
shutters  and  microscope  oculars  and  objectives  shall  be  described 
on  the  property  records  by  serial  number,  pover  of  magnification, 
speed,  aperture,  or  other  pertinent  identification.  Separate  rec- 
ords nay  be  maintained  for  such  iteo^s,  or  they  may  be  described  on 
the  same  record  as  the  rest  of  the  camera  or  microscope,  as  may  be 
the  policy  of  the  bureau. * 

4517.*  Precious  Metals.  All  gold,  platinizn,  or  ether  precious  metals, 
and  articles  made  thereof,  shall  be  specially  safeguarded  and  shall 
be  accounted  for  by  sei^t,  size,  or  identification  mark.  Every 
transfer  of  such  metals  from  one  employee  to  another  shall  be 
evidenced  by  a receipt.  Any  loss,  damage,  consumption  in  use,  or 
other  disposition  of  such  metals  shall  be  recorded. * 


Revised  3-1B-43  (Amendment  158) 


DISPOSAL  OP  PROPEETT  BT  EXCHARGB 


4411.  Authorization  for  Exchanjge.-  Detailed 
information  is  given  In  Paragraphs  4121-4127 
covering  the  disposal  of  property  hy  exchange. 
Pioperty  may  he  disposed  of  hy  ex;change  only 
when  specifically  authorized  hy  law.  (See  also 
Paragraph  3176.) 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
OFFICE  OF  THE  SECRETARY 

WASHINGTON  25,  D.  C. 


June  11,  19li7 


AMENDMENT  NO.  2U6  TO  THE  REGULATIONS  OF  THE  DEPARTMENT 


Regulations  Uh22  and  kh23 


The  provisions  of  the  Surpl\is  Property  Act  of  19^4  (58  Stab.  769) 
as  amended  by  Public  Law  375,  79th  Congress,  and  regulations 
issued  pursuant  thereto,  and  Public  Law  600,  79th  Congress,  have 
nade  necessary  the  revision  of  Department  Regulation  Uii22. 

Since  it  is  desirable  to  state  the  Department's  policy  with 
respect  to  sales  under  the  requirements  of  section  3709  of 
the  Revised  Statutes,  as  amended  by  Public  Law  600,  Regulation 
Uii22  has  been  rewritten  to  cover  that  phase  of  property  disposal. 
Regulation  UU23  is  a new  regulation  on  the  disposal  of  surplus 
perishable  products  under  the  legislation  referred  to  above. 


Secretary 


Remove : 

Page  Ui421  (rev.  10-2-ii6) 
Insert: 


Page  UU21  (rev.  6-11-147) 


REGULATIONS  OF  THE  U.  S.  DEPART15ENT  OF  AGRICiILTURE 


Sale  of  Property 


kh21»  Boards  of  Survey 
1*  Departmental  Board  of  Svarvey 

The  Director  of  Finance  shall  appoint  a Departmental  Board  of 
Survey  composed  of  three  members,  one  of  whom  shall  be  designated 
as  chairman,  whose  terms  shall  run  one,  two,  and  three  years, 
respectively,  but  thereafter  the  terms  of  any  appointee  shall 
run  for  three  years.  The  duties  and  responsibilities  of  the 
Board  shall  be  to  inspect  all  surplus  serviceable  and  unservice- 
able property  (except  for  real  property  and  for  commodity 
stocks  and  capital  fund  items  acquired  in  carrying  out  commodity 
programs)  in  the  District  of  Coltimbia  and  determine  and  record 
in  writing  the  disposition  thereof  under  applicable  laws  and 
regulations,  and  in  accordance  with  instructions  issued  by  the 
Director  of  Finance. 

2.  Field  Boards  of  Survey 

Chiefs  of  bureaus,  or  officers  designated  by  them  in  writing, 
shall  appoint  boards  of  survey  at  field  stations  as  may  be 
required,  each  board  to  be  composed  of  three  members,  if  practicabl 
but  less,  if  necessary,  whose  terms  shall  be  as  designated  in 
writing  by  the  appointing  officer.  The  duties  and  responsibilities 
of  such  boards  shall  be  to  condemn  unserviceable  piopef*ty  (except 
for  real  property  and  for  commodity  stocks  and  capital  fund 
items  acquired  in  carrying  out  commodity  programs),  to  destroy 
or  have  destrp3’’ed  in  the  presence  of  a member  of  the  board 
such  property  determined  to  have  no  practical  sale  value,  or  to 
refer  to  the  proper  administrative  officer  for  sale  such 
property  determined  to  have  sale  value,  and  to  record  in  writing 
any  such  actions.  Property  determined  by  the  board  to  be  still 
serviceable  shall  be  refeirred  to  the  proper  administrative 
officer  for  consideration  of  its  further  use  or  disposition  as 
surplus.  Other  duties  relating  to  the  disposition  of  property 
(except  for  real  property  and  for  commodity  stocks  and  capital 
fund  items  acquired  in  carrying  out  commodity  programs)  may  be 
assigned  through  channels  to  field  boards  of  survey  by  the 
Director  of  Finance,  subject  to  applicable  lavrs  and  regiflations. 

UU22.  ^ Advertisement  for  Competitive  Bids  Required.  Sales  of 

departmental  personal  property,  including  exchange  items  when 
sold  for  cash,  may  be  made  only  at  the  best  price  obtainable 
after  advertising _ a sufficient  time  previously  for  proposals, 
when  the  reasonable  value  of  all  items  at  any  one  sale  at 
any  one  time  exceeds  $100.  Exceptions  to  this  rule  are  permitted 
only  (1)  when  otherwise  authorized  by  law,  excluding  the  authority- 
contained  in  the  Surplus  Property  Act  for  the  sale  of  property 
without  advertising,  (2)  when  the  public  exigency  requires  that 
sale  be  made  immedia-tely,  or  (3)  when  it  is  clearly  evident 
that  there  is  only  one  sales  outlet  and  the  sales  or  contracting 
officer  so  certifies.  (Section  3709,  Revised  Statutes,  as 
amended,  60  Stat.  806.)  (See  also  Regulations  hl21  and  hU23.) 

Although  advertisement  is  not  required  when  the  value  involved 
in  any  one  case  is  $100  or  less,  reasonable  inqxiiry  should  be 
made  of  all  possible  competitors,  in  order  that  sale  may  be 
made  at  the  best  price  obtainable.  Formal  advertising  should  be 
resorted  to  in  such  cases  Tri-ien  it  is  deemed  in  the  best  interest 
of  the  Goveri-fflient..  ^ 


Revised  6-ll-li7  (Amendment  2U6) 


REGULATIONS  OF  THE  U.  S.  DEPARTMENT  OF  AGRICULTURE 
Sale  of  Property 

^ Ui23.  Siirplus  Perishable  Products » The  oimership  of  products  which  may 
result  from  cooperative  activities  sha-11  be  specified  in  the  agreement 
under  which  the  activities  are  to  be  under talcen. 

Owned  by  the  Departments  Salas  of  surplus  perishable  products 
owned  by  the  Department  resulting  from  experimental  or  other  ac'fcivi- 
ties  carried  on  by  the  Depar-bnent,  or  by  the  Department  and  a cooperating 
agency,  shall  be  made  in  accordance  with  the  provisions  of  RegviIa-» 
tion  hh22. 

(1)  Sales  to  'Employees e Sisrplus  perishable  products  may  be  sold  to 
employiei~'oFThe'‘’DipM^8n^  (a)  whan  they  are  sold  under  competitive 
bids  as  required  by  Regulation  ijlj.22,  or  (b)  when  sold  at  the  best 
price  obtainable  in  quantities  not  exceeding  the  needs  of  liieir 
immsdia-te  households*  Responsible  administrative  officials  must 
guard  against  preference  being  accorded  any  employee  or  group  of 
employees  over  other  prospective  purchasers® 

(2)  Records®  Detailed  records  of  products  disposed  of  and  of  sales 
receipts  sliall  be  maint-ained*. 

(3)  Unsalable  Products®  Perishable  products  that  are  unsalable  may 
be  destroyed  or  abandoned®  (See  also  Regulation  iiiiPl*) 

^3wned  by  Cooperating  Agency*  When  products  owned  by  a cooperating 
agency  are  disposed'l>f  %■  or  "under  the  supei-^sion  of  a Department 
employee,  ibe  provisions  of  paragraphs  (1)  and  (2)  abov®  shall  apply, 
in  addition  to  any  procedure  that  may  be  required  by  the  cooperative 
agreement  or  the  cooperating  agency*  ($  U»S*C»  563)  ^ 


Approved  (Amendment  2^6) 


Sale  of  Property 


V^struction*  Surplus  perishab^l^-pro'Sucts  ovmed  by  the  Fed- 
erar~^Tc rairH^aiL,^i c^.j&e!:^6X  be  sold  shall  be  destroyed. 

The  destructjLj3«r^l^1leh'  p'Tedup.t^  shell  be  v;itnessed  by  the 
offic^p-driicharge  of  the  s tat iQ"H"''5^-h-i«..j;:eT^re sent  and 

a,--r^c^d  made  of  it.  (175)  (See  also  Re_;\ilatldh'^ 

4424.  Official  Cotton  Standards.  Practical  forms  of  the 
official  cotton  standards  of  the  United  States  may  be  fur- 
nished to  any  person,  subject  to  the  conditions  of,  and  up- 
on compliance  with,  the  rules  and  regulations  of  the  Secre- 
tar^y'  of  Agriculture  under  the  United  States  Cotton  Futures 
Act  and  the  United  States  Cotton  Standards  Act.  Moneys  re- 
ceived from  the  sale  of  such  forms  and  from  the  sale  of 
cotton  purchased  for  their  preparation  but  condemned  as  un- 
suitable for  that  purpose  may  be  expended  for  the  purchase 
of  other  cotton  for  such  use.  (326) 

4425.  Map_s  ^ Bureau:  Reproduc- 

tions £f  Aerial  or  Cther  Photographs.  Mosaics,  and  Maps. 
Surplus  maps  or  Publications  of  the  Weather  Bureau  may  be 
sold,  and  the  money  received  from  such  sales  shall  be  de- 
posited in  the  Treasury  of  the  United  States  as  miscell- 
aneous receipts.  (679) 

The  act  of  Februa.rj’  16,  1958,  52  Stat.  31,  provides 
that  the  Secretary  may  furnish  reproductions  of  such  aerial 
or  oth'-r  photographs,  mosaics,  and  maps  as  have  been  ob- 
tained in  connection  with  the  authorized  work  of  the  Depart- 
ment to  farmers  s.nd  governmental  agencies  at  the  estimated 
cost  of  furnishing  such  reproductions,  and  to  persons  other 
than  farmers  at  such  prices  (not  less  than  estimated  cost 
of  furnishing  such  reproductions)  as  the  Secretary  may  de- 
termine, th-^  money  received  from  such  sales  to  be  deposited 
in  the  Treasury  to  the  credit  of  the  appropriation  charged 
v'ith  the  cost  of  raakini:  such  reproductions.  The  act  fur- 
ther provides  that  this  provision  shall  not  affect  the  power 
of  the  Secretary  to  ma.ke  other  disposition  of  such  or  sim- 
ilar materials  under  any  other  provisions  of  existing  law. 

Responsible  officers  and  employees  should  famili- 
arize themselves  with  Memorandum  No.  755  of  the  Secretary, 
dated  May  11,  1958,  concerning  the  sale  of  reproductions 
of  aerial  or  other  photogra 'shs , mosaics  and  maps,  and  other 
memoranda  that  ma;/-  issue  from  time  to  time.  (See  also  Reg- 
ulations 1216  and  4427). 


4426.  Pathological  and  Zoologica.1  Specimens.  Such  patho- 
logical and  zoologica.1  specimens  as  may  be  deemed  to  be  of 
scientific  or  educational  value  to  scientists  or  others  engaged  in 


DEPAHTI4ENT  OF  AGRICULTUBE 
V/ASRI^IGTON 

February  15,  1959 
AI-lEKDKERT  TO  THE  REGULATIOIIS 

Amendment  Ho.  86 

There  appears  on  the  reverse  side  of  this  sheet,  and  addition 
to  Re^nlation  4425,  entitled  ”Maps  and  Publications  of  Vfeather. 
Bureau.”  This  addition  is  made  for  the  purpose  of  inc?.uding 
therein  the  provisions  of  the  act  of  February  16,  1938,  52  Stat.51, 
which  authorize  the  furnishing  of  reproductions  of  aerial  or  other 
photogra.phs , mosaics,  and  maps  as  ha.ve  been  obtained  in  connection 
with  the  authorized  work  of  the  Department  to  farmers,  governmen- 
tal agencies,  and  to  other  persons  at  not  to  succeed  the  estimated 
cost  of  furnishing  same* 

The  provisions  of  the  addition  to  the  Regulations  of  the  De- 
partment are  promulgated  effective  immediately. 

The  follov/ing  changes  and/or  additions  should  be  made  in  the 
Table  of  Contents  and  in  the  Index: 

Table  of  Contents: 

Change  ”4-425.  Maps  and  Publications  of  Weather  Bureau” 

To  ”4425.  Maps  and  Publications  of  Vfeather  Bureau; 

Reproductions  of  Aerial  or  Other  Photo-  ^ 
graphs.  Mosaics,  and  Maps” 


Index: 

Add:  ”Mosaics,  sale  of  ---------  - - 4425” 

"Photographs,  aerial,  sale  of  ------  - 4425” 


Secretary. 

Januaxy  6,  1940.  ■ 

At^IEIDDMFHT  TO  THE  REGULATIONS 

Amendment  Ho.  95 

Regulation  4423  entitled  "Card  Index"  has  been  eliminated 
from  the  Re  ulations.  This  Regulation  provided  for  sale  of  card 
Indexes  of  Agriculture  ana  Experlraent  Stations  Literature;  it  is 
eliminated  because  these  Indexes  are  no  longer  available  for  sale. 

This  revised  sheet  omitting  Regulation  4423  should  be  sub- 
stituted for  the  Present  corresponding  page,  and  the  follov/ing 
changes  should  be  mo,de  in  the  Table  of  Contents  and  in  the  Index: 

Table  of  Contents: 

- Cancel: 

”4423.  Card  Index" 

Index: 


Cancel: 

"Card  Index,  sale  of  ---------  ^ - 4423” 

"Sale,  property  - - 4423” 

"Property,  sa^le  of-- 4423" 


Acting  Secretary. 


Sale  of  Property 


the  work  of  hygiene  and  sanitation  may  he  sold 
at  cost  to  applicants,  and  the  moneys  derived 
from  such  sale  shall  he  deposited  in  the  Treasury 
as  Miscellaneous  Receipts.  (512) 

4427*  Prints,  Pilms,  Etc.-  Prints,  films, 
lantern  slides,  transparencies,  hlue  prints  and 
forest  maps  may,  upon  application,  he  furnished 
from  negatives  in  the  possession  of  the  Depart- 
ment, at  a price  to  cover  the  cost  plus  10  per 
cent  additional,  and  the  money  deriTed  from  such 
sales  shall  he  deposited  in  the  Treasury  as 
Miscellaneous  Receipts.  (170?  171 ) 

442S.  Samples,  Etc,-  Samples  of  pure  sugar, 
naval  stores,  miscroscopical  specimens,  and 
other  products  may  he  furnished,  upon  applica- 
tion, to  State  and  municipal  officers,  education- 
al institutions,  and  other  parties,  and  charged 
for  at  a price  to  cover  the  cost  thereof,  such 
price  to  he  determined  and  established  hy  the 
Secretary,  and  the  money  received  from  such  sale 
shall  he  deposited  in  the  Treasury  as  Miscellane- 
our  Receipts.  (173) 

4429.  Sale  or  Exchange  of  Animals. -Chiefs 
of  bureaus  are  authorized  to  sell  in  the  open 
market  or  to  exchange  for  other  livestock  such 
animals  as  cease  to  he  needed  in  the  work  of 
the  bureau,  hut  only  after  a hoard  of  survey 
has  appraised  such  animals  and  such  sales  are 
not  below  the  appraisal  value.  When  in  the  dis- 
cretion of  the  chief  of  bureau,  no  benefit  would 
he  derived  from  such  condemnation  and  appraisal 
and  advertising  for  competitive  bids,  such  con- 
demnation, appraisal  and  advertising  are  not 
required.  (167?  5H) 


REQUUTIONS  OF  THE  U.  S.  DEPARTMENT  OF  AQRICULTURE 
ABANDONMENT,  CONDEMNATION,  OR  LOSS  OF  PROPERTT 


4451.  Sale  or  Abandonment  of  Property  *** 

1.  Property  in  the  possession  of  field  parties  may  be  sold 
after  condemnation  by  the  chief  of  party,  if  the  cost  of 
transporting  it  to  the  nearest  field  station  or  office  -which 
conld  utilize  it  would  be  grea-ber  than  the  price  received  for  it. 

If  it  cannot  be  sold  and  the  -value  of  it  at  the  nearest  field 
station  or  office  where  it  could  be  utilized  -would  be  less  than 
the  cost  of  transporting  it  to  such  field  s-tation  or  office,  it 
may  be  abandoned,  A certificate  must  be  furnished  by  the  chief 
of  the  field  party  in  every  such  case,  however,  sho-wing  date, 
location  of  party  ifhen  property  -was  abandoned,  location  of  nearest 
field  s-tation  or  office,  approximate  cost  of  transporting  property 
to  such  s-bation  or  office,  estimated  -value  of  property,  and  s-bate- 
ment  that  sale  could  not  be  made  at  any  price  ♦ at  the  point  where 
the  property  -was  abandoned.  ♦ 

2.  * Remo-vable  fixtures  placed  by  the  Department  in  a pri-va-be 
building  which  has  been  ren-bed  shall  be  removed  when  the  building 
is  -vacated  unless  the  cost  of  removal  would  be  greater  than  the 
salvage  -value  of  the  fixtures.  Remo-vable  fixtures  shall  not  be 
abandoned  when  such  abandonment  might  subject  the  Government  to 
damage  claims.  Property  records  shall  be  adjusted  when  fixtures 
are  abandoned,  * 

4452 . Property  Lost,  Stolen,  Destroyed,  or  Damaged  Beyond  Repair 
or  Sal-vage 

1,  Whenever  any  property,  either  e^qsendable  or  non-expendable  is 
lost,  stolen,  destroyed,  or  damaged  beyond  repair  or  sal-vage,  the 
employee  who  has  custody  of  the  property  at  the  time  -will  forward 
immediately  to  the  chief  of  bureau  or  designated  officer,  throu^ 
the  employee  against  whom  the' property  is  charged  on  the  property 
records,  a certificate  on  honor  showing  (1)  a list  of  the  articles, 
(2)  the  circums-tances  attending  their  loss,  damage,  or  destruction, 
(5)  whether-  hie  fault  or  neglect  or  that  of  any  employee  -was  in- 
volved, and  (4)  if  the  property  was  lost  or  stolen,  the  action 
taken  to  recover  the  property. 

2.  Ihenever  in  the  opinion  of  the  chief  of  bureau  disciplinary 
action  by  the  Secretary  Is  -warranted,  appropriate  recommendations 
to  that  end  should  be  made. 


Revised  5-24-44  (Amendment  186) 
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AlJandonment , Condemnation  or  Loss  of  Property 


4433.  Dis-position  of  Property  Ordered  De~ 
stroyed.-  All  articles  ordered  destroyed  "by  a 
board  of  survey  shall  he  separated  into  two 
classes,  viz,  articles  that  can  and  articles  that 
can  not  he  destroyed  hy  hurning.  Property  of  the 
former  class  shall  he  immediately  burned  in  the- 
presence  of  a member  of  the  hoard  of  survey; 
property  of  the  latter  class  shall  he  immediately 
broken  up,  carried  off  to  a public  dumping  place, 
and  there  deposited.  In  either  case  a certifi- 
cate shall  he  filed  showing  that  proper. destruc- 
tion has  been  effected.  (1652,  1653,  1654,  1655) 
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Reference  to 
Section  of 

Reference  to 

Laws  Applicable 

Paragraph  of  Re^rulations 

1739 

4ii4 

17IK) 

1672 

1746 

3132 

1756 

3161 

1757 

1121 

175s 

3156 

1764 

2552,  2553 

1767 

2554 

1775 

1562 

1776 

1561 

1777 

1563 

1782 

1645 

1787 

1649 

1806 

1712 

1829 

1711 

1835 

3143 

1847 

1731 

1848 

1850 

1851 

4111 

1866 

2212 

I872 

3322 

1873 

3331 

1878 

3324 

1880 

3341 

1881 

3341 

1883 

3311,  331s 

1884 

3311 

1888 

3117 

1889 

3113 

1890 

3316 

1894 

4122 

1895 

4122 

1972 

1342 

1975 

4125 

Reference  to 
Section  of 
Laws  Applicable 

Reference  to 
Para^aph  of  Regulations 

1976 

1977 

1989 

1993 

1995 

1364,  1371 

1361 

1351 

1351 

1363 

199s 

200k 

2009 

2010 
2011 

l4ll,  l4l2 
l4ll 

3323 

3323 

3323 

2012 

2019 

2027 

2033 

3323 

1824 

1683 

1621 

REGULATIONS  OF  THE  U.  S, 


DEPARTMENT  OF  AGRICULTURE 


INDEX 


Abandonment  of  position  2813 

Absence  without  permission a 2562^2813 

Accidents* 

Involving  loss  or  damage  to  private  property  aasa*aaaa.aa  3162 

Motor  vehicle  1833 

Accounting  Records*  See  Records,  accounting* 

Accounting  Systems,  authority  of  Comptroller  General  and 

Director  of  Finance  over * 3H5 

Accounts  t 

Advance  of  funds  a#*#*##*** a* * 3^3^ 

Classification  3H8 


Employees  t 

Adjustment  of  a * 3114 

Settlement  3112 

Examination  emd  certification  3113 

Fiscal  officers,  authority  of  Comptroller  General  to 

prescribe  procedure  for  examining  3115 

Irregularities  in  reporting  3116 

Accounts  current* 

Disbursing  officers,  examination  of 3113 

To  be  furnished  Office  of  Budget  and  Finance  •••••....••«  3H3 
Acknowledgments,  in  proceedings  under  laws  administered 

by  Department 1521 

Adding  machines,  trade-in  4122 

Addresses  1 

.By  employees,  restrictions  1232,1336 

Scheduled,  prior  approval  by  Director  of  Information  ....  1231 
Administrative  Council,  Chairman  of,  changes  in  field 

offices  1112 

Advances  of  funds,  for  subsistence,  etc.  .........  3142,3182,3434 

Advertising* 

Commercial,  employee  participation  in,  limitations  ..»«•.  1548 

For  bids  3311,3322,3323,3324 

Matter,  display,  prohibited  1575 

Nev/apaper,  sale  of  surplus  property 4421 

Not  required  for  purchases  amounting  to  $50  or  less  .....  3331 
Affidavits,  in  proceedings  under  laws  administered  by 

Department  1521 

Agreements,  See  Contracts. 

Agricultural  experiment  stations.  State,  annual  report 

re  work  of 1433 

Agricultural  extension  work.  See  Extension  work. 

Agricultural  Adjustment  Act,  records,  access  to  1533 

Agricultural  Adjustment  Administration,  official  records, 

access  to  1533 

Agricultural  Economics,  Bureau  of* 

Cable  address  1683 

Chief,  approval  of  questionnaires  and  other  public 

inquiries  I6I6 

Market  news  broadcasts 1241 

Alaska,  employees  in,  subsistence,  personal  equipment, 

and  supplies  for  3122 

Allowances* 

For  quarters,  employees  stationed  abroad  3123 

Per  diem 3413,3431 

Subsistence  and  quarters  for  field  employees  3121 

Alterations* 

Department  buildings  in  District  of  Columbia 1732 

Federal  buildings  1713,1714 

Leased  property  1712 
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Annnimition,  procurement  .*,»  4116 

Analyses  for  private  parties,  prohibited  1578 

Animals  t 

On  rural  highways  1832 

Sale  or  exchange  4429 

Annual  reports#  See  Reports,  annual# 

Apparatus,  scientific,  trade-in  4124 

Appointments! 

Collaborators  2114 

Date  effective  2162 

Emergency  2112,2162 

Field  service  personnel,  delegation  of  authority  2162 

New 2322 

Oath  of  office 2157 

Of  civilians  retired  for  age,  prohibited 3214 

Of  Department  employees  to  positions  under  states  and 

territories  and  vice  versa  2113 

Personal  history  statement  required  2157 

Preference  to  veterans * 2117 

Retired  military  and  naval  personnel  3214 

To  be  approved  by  Secretary  2121 

To  be  at  minimum  salary  for  grade  2121 

To  be  authorized  by  law  2114 

Travel  expense  to  first  permanent  station  3224 

Ihider  letter  of  authorization  2163 

Without  compensation  2114 

See  also  Employment# 

Apportioned  service,  transfer  of  employees  from  non- 

apportioned  service  to  2711 

Appropriations  I 

Annual,  fiscal  year  to  be  clmrged 3131 

Availability,  determination  by  General  Accounting 

Office  3112 

Budget  estizE^tes 1431 

Deficits  prohibited 3133 

Expired,  unexpended  balances,  availability  3132 

Lapsed,  claims  imder  3165 

Limitation  on,  expenditures  for  and  details  to 

commissions,  etc#  1513 

Arms,  procurement 4116 

Articles! 

By  employees  for  outside  publication  1548 

Compensation  for  1214 

Assignment  of  salary,  prohibited  3231 

Association  of  Land  Grant  Colleges  and  Ifeiversities, 
appointment  of  editorial  committee.  Journal  of 
Agricultural  Research  1345 

Attachment,  of  amounts  due  employees  or  creditors, 

prohibited  3232 

Audit! 

Property  records  4311 

Records  of  property  sales  •••••••••«••. 4223 

Automobiles! 

Personally-owned,  use  for  official  travel  3442,3443 

Privately-owned,  reimbursement  for  travel  in  •••••»«••#  3423 
Rental,  limitation  3441 

Trade-in  4123 

Transportation  on  change  of  station  3435 

See  also  Motor  vehicles# 

Automotive  equipment , purchas e of  4113 

Awards,  contracts  3324 

Awnings,  repair  of,  services  of  Mechanical  Shops  4117 
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Badges,  official 1574 

Bankhead  Cotton  Control  Act,  records,  access  to 1533 

Bibliography,  preparation,  approval 1326 

Bidss 

Acceptance 3324 

Advertising  for  3311,3322,3323,3324 

Competitive,  lease  of  real  property  1712 

Errors  in 3324 

For  Government  contracts  3321-3324 

Involving  discounts  3324 

Rejection  3322 

Specifications  3321,3324 

Telegraphic  3324 

Withdrawal 3324 

See  also  Contracts* 

Bill  of  lading.  Government! 

Express  shipments  34?2 

Freight  shipments  3471 

Transportation  of  household  goods  3435 

Bills*  See  Legislation, 

Boats  t 

Purchase  of 4113 

Trade-in 4123 

Boilers,  installation  and  inspection  1737 

Bonds,  employees,  contractors,  etc 3142 

Books,  Department  Library,  regulations  1911-1917 

Budget  estimates! 

Economy  * 1431 

For  new  projects 1422 

Prep>aration  and  submission  of  1431 

Project  statements, 1421 

Budget  matters,  not  to  be  discussed  in  interviews  1222 

Budget  Officer*  See  Finance,  Director  of* 

Budget  and  Accounting  Act! 


1921,  claims  to  be  settled  in  General  Accounting  Office.  3165 


1921,  indebtedness  of  employees  to  Ifeited  States  at 

time  of  sep)aration ••**•  3213 

1921,  statutory  limitation  on  claims  •****••**•*•*..•***  3167 
Budget  and  Finance,  Office  of* 

Budget  estimates,  instructions  1431 

Expens e accounts  3481 

Functions  1111 

Legislation,  Federal,  clearance  of  recommendations  and 

reports  * * 1423 

Letters  to  Comptroller  General ••**••  1613 

New  projects,  submission  of  project  statements  to  .••*•*  1422 
Purchase,  Sales,  and  Traffic  Division* 

Chief,  surplus  property  **•• 4421 

Chief,  waiver  of  newspaper  advertising  3322 

Purchase  of  automotive  equipment  4113 

Purchases  from  employees,  approval  *. ••.*.••••*..••.*  4214 
Budget,  Bureau  of! 

Authorization  re  marking  of  motor  vehicles  1834 

Clearance  of  proposed  legislation  and  reports  1613 

Director* 

Authorization  to  use  state  license  plates  on 

official  motor  vehicles ••••*. I836 

Legislation,  Federal,  clearance  of  recommendations 

and  reports  * 1423 

Periodicals  approved,  list  1322 

Relations  with  1111 

Statistical  Standards,  Division  of,  clearance  of 
questionnaires  I6I6 
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Budgetary  project  system 1421-1422 

Building  passes I723 

Buildings* 

Construction  or  repair  contracts,  liquidated  damage 

for  delay  in  performance  3319 

Department* 

In  District  of  Columbia,  care  and  management  of*  1721,1722 

Repairs  and  improvements 1721 

Federal* 

Alterations 1714 

Construction  and  repair  1713 

Fire  hazards  in,  precautions  1721,1725,1733 

Management  1721-1728 

Space  in  * 1712 

Bureau  chiefs* 

Annual  report * 1412 

Delegation  of  authority  * III3 

Responsibilities  1111 


Cabinet  work,  services  of  Mechanical  Shops  4117 

Cable  address.  Department  I683 

Cablegrams* 

Authorization  to  employees  to  incur  expense  for  ••.•••••  I68I 

Government-operated  facilities  to  be  utilized I683 

Transmission  1681,1683,1684 

Calculators,  trade-in  4121 

Camera  parts,  property  records  4316 

Cameras,  motion-picture,  purchase  1251 

Canvassing,  in  Department  buildings,  prohibited 1577 

Carpenter  work,  services  of  Mechanical  Shops  4117 

Carriers,  common,  requests  for  special  rates  3417 

Cash  offers,  on  used  equipment  4121 

Central  Supply  Division* 

License  plates  (identification  tags)  for  official 

motor  vehicles I836 

Standard  forms  stocked  in 3345 

Stock 3344 

Certifying  officers* 

Accountability  of  3113 

Application  for  decisions  by  Comptroller  General  3111 

Bonding 3142 

Designation  of  3l3l 

Nomination  and  designation  of  * 3113 

Right  to  request  Comptroller  General's  decision 3H3 

Charges  against  employees 2811,2921 

Checks* 

Government  * 

Discount  charges 3151 

Duplicates,  issue  of  3152 

Endorsement s 3154 

Forgery  of  endorsement  3153 

Lost  3152,3155 

Payable  to  persons  or  corporations  no  longer  in 

existence  3lS6 

Regulations  3151*^3158 

Time  limit  on  cashing  3156 

Unclaimed,  disposition  3158 

Salary,  delivery  and  endorsement 3221,3231 

Travelers , purchas e not  allowable  3157 

Circulars,  description  1321 
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Civil  Seirvice  Commission* 

Approval  of  certain  transfers  of  employees  2711 

Approval  of  separations,  etc.  due  to  reduction  in 

force  2812 

Classification  of  positions  2311,2323,2326 

Contacts  with  to  be  through  Office  of  Personnel  2111 

Promotions 2412 

Relations  with  1111 

Suspension  of  employees  without  pay  for  more  than 

90  days 2922 

Civil  sez*vice  examinations,  aiding  others  to  pass  2116 

Claims* 

Against  expired  appropriations  3132 

Against  the  Department,  in  motor  vehicle  accidents  •••••  1833 

Against  the  Government  3l6l>3167 

Against  the  United  States,  authority  of  Comptroller 

General  to  prescribe  procedure  for  examining  3H5 

By  person  serving  in  military  or  naval  forces  3167 

Communications  with  General  Accounting  Office  3111 

Doubtful,  to  be  settled  in  General  Accounting  Office  •••  3165 

Equitable,  sulmalssion  3166 

For  loss  or  damage* 

Due  to  negligence  of  employees  3162 

To  private  property  in  national  forest  work  ••••  3163*3164 

Statutory  limitation 3167 

Under  lapsed  appropriations 3165 

See  also  Damages;  Disbursements;  Expenditures;  Payments* 
Classification  of  positions* 

Change  in  duties 2324 

Description  of  work 2328 

Detail  of  employees  •••••••  2326 

Qualifications  of  employees  2329 

Regulations  2311-2329 

Titles  2327 

Vacancies  2325 

Classification  sheets,  position 2321 

Classification  Act  of  1923  2121,2311,3212 

Clocks,  watchmen's,  used  parts,  exchange  ••••••••••••••••••  4127 

Collaborators,  appointment  2114 

Collections* 

Amounts  erroneously  paid,  responsibility  for  •••••••••••  3H3 

Records  of,  preservation  1539 

See  also  Receipts. 

Colleges,  State  agricultural*  * 

Annual  report  re  extension  work  of 1433 

Extension  work I6l5 

Commercial  enterprises* 

Individuals  engaged  in,  appointment  as  collaborators 

restricted  2114 

Reference  to  in  Department  publications  prohibited  .....  1344 
Commercial  organizations,  employee  relations  with  ....  1548,1549 
Commercial  products,  endorsement  by  employees 

prohibited  1215,1231 

Commissions,  councils,  boards,  etc.,  limitation  on 

expenditures  for  and  details  to 1513 

Compensation* 

Appointments  to  be  at  minimum  for  grade  2121 

Double  3214 

For  articles  emd  speeches  by  employees 1214,1232 

For  more  than  one  position  3214 

Overtime  3214 

Part-time  employees  * 3215 

Reduction  of  employees'  28ll 

See  also  Salaries. 
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Competition,  in  procurement  33H»3322, 3331*3349 

Comptroller  Generali 

Authority  to  prescribe  accounting  systems  3115 

Authority  to  relieve  certifying  officers  of  liability  ••  3113 

Claims  against  expired  appropriations 3132 

Classification  of  expenditures,  procedure  31l8 

Contacts  or  communications  with  3H1 

Decisions  on  request  of  certifying  officers 3111 

Determination  whether  mistake  was  made  in  bid 3324 

Letters  to*  clearance 1613 

See  also  General  Accounting  Office. 

Computing  machines,  trade-in 4121 

Conduct  I 

Employees  1541-1549 

Unethical  representation  in  proceedings  before  the 

Department  1579 

Conferences.  See  Meetings# 

Confidential  information • 

Not  to  be  disclosed 1544 

Records,  examination  or  obtaining  copies  forbidden  •••••  1533 

Restrictions  on  release  of I6l6 

Congress  t 

Claims,  equitable  submission  to  3166 

Financial  statements  for 1432 

Legislation,  recommendations  and  reports  1423 

Members  oft 

Requests  for  Department  publications  1362 

Stipulation  in  contracts  prohibiting  interest 

therein 3316 

Relations  with  in  fiscal  matters  1111 

Testimony  before  committees  of 1423 

Construction! 

Contracts  for,  liquidated  damages  for  delay  in 

performance  3319 

Federal  buildings  1713 

In  Department  buildings  in  District  of  Columbia 1732 

Contagious  diseases,  employees  afflicted  with 1551 

Contractors! 

Bonding 3142 

Performance  bonds 3142 

Contracts! 

Advertising  for  bide 3311*3322,3323,3324 

Availability  of  funds 3131*3132,3311 

Awards  3324 

Competition  required  3311,3322 

Covering  two  fiscal  years  3349 

Disposition  of  copies  3117*3314 

Equipment  or  property  loaned  or  rented  to  Department  3318 

Expired,  purchsuses  under  prohibited  3349 

Filing  with  General  Accounting  Office  3117*3314 

Forms 3311 

Interest  of  employees  in  restricted  •••••• ••••••••o####«  3317 

Liquidated  damages  for  delay  in  performance 3319 

Mailing  3315 

Members  of  Congress,  stipulation  prohibiting  interest 

in 3316 

Modification 3324 

Partial  payments  under  3185 

Public  utility  services 3349 

Renewal  option 3349 

Specifications  3321,3324 

Statement  and  Certificate  of  Award  3117*3313 

Time  limit  for  performance  3319 

To  bo  supported  by  Statement  and  Certificate  of  Award  ••  3117 


Revised  7"'1“43 


DJDiX 


7 


Contributions,  collections  of,  restrictions 1577 

Conventions*  See  nestings* 

Coordination,  with  work  of  other  bureaus  and  department s, 

budget  estimtes  ••••••• 1431 

Corrections  and  alterations  in  proof  1341 

Correspondences 

Foreign,  handling 1621 

Pertaining  to  more  than  one  bureau  ••••*• 1614 

Rules  * 1611-1616,  1621,1624 

State  agricultural  extension  services,  free  mailing  ••••*  1649 

Territorial,  handling  1624 

See  also  Letters* 

Cotton,  speculation  in  by  employees,  prohibited  •*•*••••••*•  1545 

Cotton  Standards,  official,  forms,  sale  of  4424 

Cotton  Futures  JLcti 

Sale  of  forms  of  official  cotton  standards  «•••••••••••••  4424 

Speculation  by  employees  forbidden  * 1545 

Cotton  Standards  Act,  sale  of  forms  of  official  cotton 

standards  4424 

County  agents,  communication  with  I6l5 

Covers,  publications  1335 

Credentials,  foreign  travel  1652 

Creditors,  no  longer  in  existence,  payments  due  * 3lB6 

Crop  information  and  estimates,  premature  disclosure  by 

raiployees  prohibited  * 1547 

Crop  Reporter,  mailing  lists,  use  1371 

Cups,  drinking,  public,  prohibited  1735 

Currency,  foreign,  expenditures  payable  in  3177 

Customs,  shipments  requiring  clearance 3473 


Damages t 

Liquidated,  for  delay  in  performance  of  contracts  *••**••  3319 
To  private  property,  duo  to  national  forest  work  *•*  3163,3164 


See  also  Claims* 

Deficits,  prohibited  ••••*•  3133 

Delegation  of  authority i 

Authorization  of  travel * 3421 

To  chiefs  of  bureaus 1113 

Dependents  of  employees  dying  abroad,  transportation  *••**••  3491 
Dependents,  transportation  of  household  goods  on  change  of 

station 3435 

Deposits  I 

/ Proceeds  of  sale  or  transfer  of  public  property  •**••••**  3176 
Public  funds  3175 

Details  of  employees  ••••••••••••••••••••••••••••*••**•  2326,2712 

Direct oriest 

Telephone  and  city,  listing  of  field  offices  ••••••••••**  1675 

Uniform  arrangement  1571 

Disallowances,  withholding  salary  3213»3233 

Disbursements,  method  of  handling  ••*  3l8l 

Disbursing  ofHcerst 

Accounts  current,  examination  of  3113 

Bonding 3142 

Deposit  of  public  money 3175 

Disciplinary  action,  employee  misconduct  2913t2921,2922 

Discounts! 

Bids  involving 3324 

For  prompt  payment  3184 

Diseases,  contagious,  employees  afflicted  with ••*•***  1551 

Distribution  of  publications  1361-1366 
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Affixing  Department  seal  to 1122 

Official I 

Clearance 1613 

Initialing 1613 

Preparation  1661 

Useless,  disposition  of 1534 

Double  compensation  3214 

Drinking  cups,  public,  prohibited  1735 

Dual  office-holding 3214 

Duplicated  material,  approval 1356 

Duplicating  work,  to  be  done  in  central  plant  •••••••••••••  1357 

Duties,  shipments  requiring  clearance  3473 


Economy  in  Department  expenditures  1431 

Economy  Act  of  June  30,  1932,  details  of  employees  ••••••••  2712 

Editorial  usage,  responsibility  of  Director  of  Information*  1352 
Editors,  State  extension,  cooperation  of  Director  of 

Information  with 1212 

Electric  lights,  to  be  turned  off  when  not  needed  ••«••••••  1?22 

Electrical  work,  services  of  Mechanical  Shops  4117 

Electricity,  for  official  use,  not  subject  to  Federal 

excise  tax  3191 

Elevators,  operation  of,  permits  1726 

Bnergenciest 

Appointment  of  employees  2162 

Appointment  under  letter  of  authorization  2163 

E^loyment  in  2114 

Lease  of  premises  without  competition  1712 

Local,  use  of  questionna.'*re8  without  prior  approval  ••••  1616 

Open-market  purchases  3332,3333 

Travel,  cash  expenditures  for  3415 

Shiployeest 

Afflicted  with  contagious  diseases  1551 

Afflicted  with  tuberculosis  1552 

Bonding  3142 

Change  of  station  for  convenience  of  3435 

Compensation  for  articles  and  speeches  ••••••••••••  1214,1232 

Conduct  1541-1549 

Confidential  information,  disclosure  prohibited  •..«••••  1544 

Crop  information  and  estimates,  premature  disclosure 

prohibited  1547 

Deceaseds 

Forest  Service,  transportation  of  bodies  3124 

Payments  due  31^ 

Salary  due  3213 

District  of  Columbia,  employment  restricted  ............  3222 

Dying  abroad  or  while  traveling  3491 

finergency  medical  attendance  in  District  of  Columbia  ...  1554 
Endorsements  of  commercial  products  prohibited  1215 

Favors,  gifts,  and  loans  forbidden  ................  1541,1543 

Fieldl 

Cooperation  with  Division  of  Investigations,  Office 

of  Personnel  1111 

Reporting  developments,  problems,  and  information 

needs  1213 

Subsistence  and  quarters  allowances  3121 

Foreign  travel,  regulations l821-l824 

Forest  Service,  subsistence,  personal  equipment,  and 

supplies  for  3124 

Former,  acting  as' agents  or  attorneys,  restrictions  ....  1579 
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Sinployees—Continued. 

Id  ent  if  teat  ion  cards 1572 

In  ifclaska,  sut^sistence,  personal  equipment,  and 

supplies  for  3122 

Incompetent , payments  due  3136 

Indebtedness  8 

Department  action  on  complaints  1546 

To  United  States  at  time  of  separation  3213 

Injured 8 

In  performance  of  duty,  compensation  1553 

Transportation  requests,  use  •••'••••••• 1555 

Interest  in  contracts  restricted  •••••a**  3317 

Involved  in  motor  vehicle  accidents  1833 

Jury  service  1523 

Limitations  on  detail  to  commissions,  councils,  boards, 

etc 1513 

Lists  of,  release 1535 

Membership  in  military  and  naval  organizations  1573 

Misconduct,  irregularities,  etc.,  investigation 

of  1111,2912,2913,2921 

Official  business,  visit  to  Indian  reservations, 

credentials  for  Idl3 

On  detail  or  loan,  travel  expenses  3432 

Outside  publications  and  euldresses 1336 

Part-time,  compensation  3215 

Participation  ini 

Commercial  advertising,  limitations  ••••••••••••••••••  1548 

Farm  organizations  prohibited  1548 

Radio  programs  1241 

Patent  grants 1561 

Penalties  for  appropriating  property  for  personal  use  •••  4217 

Per  di<Rn,  pay  f or  , Sundays  and  holidays  3217 

Performance  of  outside  work,  restrictions  •••••••••••••••  1548 

Political  activity  1542 

Property 1 

Condemned,  appropriation  for  personal  use  prohibited  • 4216 

Responsibility  for  4211,4212 

Purchase  of  property  and  supplies  from,  limitations  •••••  4214 
Purchase  of  condemned  property,  limitations  •••••••••••••  4215 

Relations  with  commercial  organizations  1548,1549 

Responsibility  t 

For  care  of  buildings  and  rooms  •••••••••••••••••  1721-1722 

For  reporting  fiscal  irregularities 3116 

Smoking  restrictions  1556 

Speculations 

In  cotton  prohibited 1545 

On  confidential  crop  information  prohibited  154? 

Stationed  abroad,  quarters  6und  allowances  3123 

Testimony  as  experts  1544 

Witnesses  in  judicial  proceedings,  appearance,  fees 

and  expenses  1522 

Anployees  Compensation  Commission,  injuries  in  performance 

of  duties 1553,1555 

Employment  t 

Emergency 2114 

Publicity  experts,  prohibited  2115 

See  also  Appointments. 

Endorsements  of  commercial  products  prohibited  1215 

Envelopes,  penalty,  private  use  prohibited  1645 

Equipment  t 

In  Federal  buildings  outside  District  of  Columbia  •••••••  1731 

Labor-saving,  trade-in  4122 

Loaned  or  rented  to  Department! 

Contracts  covering  3318 

Maintenance  3318 
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Equipment —Cent  inuad  • 

Mot ion- picture,  purchase  1251 

Personal* 

Bnployees  in  Alaska,  provision  for  3122 

Employees  of  Forest  Service,  provision  for  3124 

Restrictions  on  purchase 3342 

Purchases  from  General  Schedule  of  Supplies  3343 

Requisitions 4112 

Scientific  and  experimental,  purchase 3347 

See  also  specific  articles. 

Estimates* 

Budget  * 

For  new  projects  1422 

Preparation  and  submission  of 1431 

Project  statements  1421 

Crop,  premature  disclosure  by  employees  prohibited  •••••  1547 

Economy  1431 

Examinations,  civil  service,  aiding  others  to  pass  2116 

Exchange,  foreign.  See  Foreign  exchange. 

Exchange  of  property  in  part  payment  for  new  articles  •4121«’4127 
See  also  specific  articles. 

Executive  orders,  preparation I66I 

Exhibits* 

At  fairs,  expositions,  etc.,  cost  of  1511 

Loan  of 4224 

Use  of  Department  property  in  4224 

Expenditures* 

Classification  3H8 

Economy  in  1431 

Fiscal  year  to  be  charged  3131 

For  exhibits  and  representation  at  fairs,  ©tc®  ....o....  1511 

In  excess  of  appropriations,  prohibited  3133 

See  also  Claims f Disbursements!  Payments, 

Expense  accounts,  rendering  3481 

Expenses* 

Incident  to  reporting  for  work  3224 

Moving  furniture  into  Federal  buildings  1731 

Experiment  Stations,  Office  of,  Chief,  annual  report  re 

state  experiment  stations 1433 

Experiment  stations,  State,  annual  report  re  work  of  •«•...  1433 

Expositions,  Department  participation  in  1511 

Express  shipments  3472 

Extension  agents,  communication  with  1615 

Extension  services,  state,  correspondence  and  publica- 
tions, free  mailing  1649 

Extension  work,  cooperative  agricultural,  annual 

report  re  1433 

Extension  Work,  Director  oft 

Annual  report  of  cooperative  extension  work  •••••. ..o®*.  1433 
Communication  with  extension  agents  1615 

Duties 1111,1615 

Exhibits,  loan  of 4224 


Fairs,  Department  participation  in  1511 

FalsiHcation  of  accounts,  to  be  reported  to  General 

Accounting  Office  3116 

Falsification  of  expense  accounts  3481 

Fans  to  be  turned  off  when  not  needed  1722 

Farm  organizations,  employee  participation  in  prohibited  ••  1548 
Farmers,  lists  of,  release  of  1536 
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illotments  to  Members  of  Congress  1362 

Description  1321 

Faroritism  prohibited  154^1»1543 

Federal  buildings.  See  Buildings,  Federal. 

Federal  Aid  Road  Act  U13 

Federal  Crop  Insurance  Corporation,  official  records^ 

access  to Jl55^ 

Federal  Prison  Industries,  Inc.,  products  manufactured  by, 
purchase  of  required  33^6 

Federal  Register,  preparation  of  documents  for  •••••••••.••.  1661 

Federal  Reports  Act,  questionnaires  and  other  public 

Inquiries  I6l6 

federal  Works  Agency,  Public  Buildings  Administration, 

clearance  of  real  estate  leaees  1712 

Feest 

Attestation 1521 

Witness 1522 

Field  officers! 

lialntenamce  of  oKiiling  lists  1371 

Release  of  information  1213 

Field  offices t 

Changes,  advance  Department  clearance  1112 

Inspection  of  1111 

Periodic  investigation  of 2911 

Field  parties! 

Advance  of  funds  31^2 

Sale  or  abemdonment  of  property  by  4431 

Storage  of  property  4226 

Field  service! 

Appointments,  delegation  of  authority  to  make  •.•.•••••..  2162 

Classification  of  positions  23U 

Reduction  in  force  ••••••• 2812 

Field  stations! 

Accounting  records  3H8 

Listings  of,  in  directories  16?5 

Preservation  of  records  1534,1539 

Films! 

Motion-picture,  shipment  1251 

Photographic,  sales 4427 

Finance,  Director  of! 

Advance  of  fimds,  approval 3434 

Airplane  and  other  travel  involving  extra  cost, 

approval 3438,3439 

Approval  of  accounting  systems  3115 

Budget  officer,  duties  1111 

Claims  in  motor  vehicle  accidents  1333 

Clearemce  of  proposed  legislation  and  repoz*ts  ••••••••••.  1613 

Communications  with  Comptroller  General  31U 

Determination  of  employee's  liability  in  eases  of 

fiscal  irregularity 2913 

Duties  1111 

Equalization  of  per  diem  allowances  for  travel  3431 

Financial  statements  for  Congress  1432 

Non-expendable  property,  list  4221 

Responsibility  re! 

finployees*  and  contractors'  bonds  3142 

Motor  vehicle  cost  records  1837 

Subsistence  and  quarters  allowances,  schedule  to  be 

filed 3121 

Travel,  authorization  3421 

Withholding  employee  compensation,  approval 3233 
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Financial  raports  1431*1433 

Financial  statements,  to  be  furnished  Office  of 

Budget  and  Finance  3113 

Fire  hazards t 

In  Federal  buildings,  precautions  1721,1725,1733 

Responsibility  of  Chief,  Office  of  Plant  and 

Opere-tions  1721 

First  aid,  employees  injured  in  perfonnance  of 

1553,1554 

Fiscal  irregularities,  investigations,  reports  of  ••••  1111,2913 

Fiscal  year,  charges  against  appropriation  for 3131 

Flag,  display  of 1728 

Foreign  Agricultural  Relations,  Director  oft 

Instructions  on  handling  foreign  correspondence  •••••••»  1621 

Travel  outside  continental  United  States, 
authorization  3421 

Foreign  countries,  employees  stationed  ins 

Authorization  to  make  advance  payments  3132 

Quarters  and  allowances  3123 

Reimbursement  for  losses  due  to  change  in  rate  of 

exchange 3223 

Foreign  currency,  expenditures,  payable  in  3177 

Foreign  exchange,  losses  due  to  changes  in  rate, 

reimburs^ent  to  employees  3223 

Foreign  goods  and  materials,  purchase  of,  restrictions  ••••  3341 

Foreign  mail,  free  transmission  •«>••••••••••«•••••••••«••••  1651 

Foreign  travels 

Authorization  3421 

Use  of  American  ships  required  1824 

See  also  Travel,  foreign* 

Forest  Services 

&nployee  subsistence,  personal  equipment,  and  supplies  • 3124 
Settlement  of  claims  for  loss  or  damage  to  private 

property 3163,3184 

Foresters,  regional,  purchases  of  nursery  stock, 

tree  seed,  etc*  *****  4115 

Forgery,  of  endorsement  on  Government  checks * 3153 

Formes 

Accounting,  authority  of  General  Accounting  Office 

to  prescribe  3115 

For  collection  of  information  from  the  public,  prior 

approval •**.*  I6l6 

Standard,  stocked  in  Central  Supply  Division  *•*•••***•*  3345 

Freight  shipments.  Government  bill  of  lading  * •••**•  3471 

Funds  s 

Advances  s 

For  subsistence  and  other  expenses  •••••** 3132,3434 

To  employees,  bond  for ••*•••• 3142 

Sknergency,  appointments  under  2112 

Publics 

Accounting  for 31?2 

Bonding  of  employees *••••***  3142 

Deposit  3175 

Uisuse a 3173 

Regulations  3171-3177 

Safekeeping,  employee  responsi tility  3171 

Withholding  prohibited  3174 

Records  of  collection,  preservation 3539 

Furniture  and  equijHnents 

In  Federal  buildings  outside  District  of  Columbia  •••••*  1731 
Office,  construction  in  Mechanical  Shops,  restrictions  * 4117 
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Garnishment,  of  amounts  due  employees  or  creditors. 


prohibited  3232 

General  Accounting  Office i 

Access  to  official  records  1533 

Accounts  of  employees,  settlement  3U2 

Authority  to  determine  availability  of  appropriations  •••  3112 
Claims I 

Doubtful 3165 

Equitable 3166 

Settlement  of  3l6l 

Under  lapsed  appropriations  3165 

Contacts  or  communications  with  3111 

Contracts  to  be  filed  with  3117 •3314’ 

fiscal  irregtilarities  to  be  reported  to  •••••••••••••••••  3116 

Interpretation  of  statutes 3112 

Liquidated  damages,  remission  of  3319 

Preaudit  of  vouchers  payable  in  foreign  currency  ••#•••••  3177 

Relatione  with 1111 

Settlement  of  employee  indebtedness  to  Ihiited  States  3213 

Subsistence  and  quarters  allowances,  schedule  to  be 

filed 3121 

Vouchers  for  salary  due  deceased  employees  to  be  sent  to*  3213 
See  also  Comptroller  Genez^* 


General  Schedule  of  Supplies,  purchases  to  be  made  from  ••••  3343 


Gift  8 1 

To  employees  forbi^en'^*** 1541 

To  superiors  forbidden  1543 

Gold,  safeguarding  and  records 4317 

Government  Printing  Office! 

Contacts  with 1353 

Distribution  of  publications 1361,1374 

Guard  Office,  articles  lost  or  found  1576 

Guns,  procurement  4116 


Handbooks,  preparation,  approval  1326 

Health  Certificates,  etc.,  for  officials  traveling  abroad  ••  1823 
Health,  employees  •••••••••••••••••••••••••••••••••*•••  155I**I555 

Hearings,  not  required  in  removal  of  employees  •••••*••••*••  28H 

Hearings*  See  Public  hearings* 

Holidays,  compensation  for  service  on  ****•.*•**•*••***••*••  3217 

Honoraria,  for  addresses  by  employees ********  1214,1232 

Hours  of  duty 2211 

Household  goods! 

finployees  dying  abroad,  transportation  ******************  3491 
Employees,  transportation  on  change  of  station  *••**•*•*•  3435 
Transportation  ***************** 3421,3435 


Identification  cards! 

Ihiployees  a**************** ****•***••***•••*  1572 

For  visits  to  Indian  reservations *•*••  1813 

Identification  markings  for  motor  vehicles  *.**••***•  1634 

Identification  taigs  for  official  motor  vehicles  *•***•«*•*••  I836 
See  also  License  plates* 

Illustrations,  in  publications *****  1334 

Indebtedness,  employees.  Department  action  on  complaints  ***  1546 

Indexes,  to  publications •*.*••• ******  1327 

Indian  reservations,  official  visits  by  employees, 

credentials  for **«*.* *..*••*****  I813 

Inflaasable  materials,  storage  of *************  1733 
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Information  and  estimates,  crop,  premature  disclosure  by 

employees  prohibited 1547 

Informations 
Confident ialf 

Not  to  be  disclosed 1544 

Restrictions  on  release  of I6l6 

False,  issuance  by  employees  prohibited  154? 

Obtained  from  the  publics 

Cooperation  with  other  Federal  agencies  1616 

Prior  approval I6l6 

Releaae  by  Held  officers  1213 

Information,  Director  ofs 
Approval  ofs 

Distribution  of  publications  to  Consuls  •••••••••••••  1372 

Field  printing  1355 

Manuscripts  1331 

Preparation  of  agricultural  treatises,  etc,  ••«••••••  1326 

Purchase  of  reprints  from  outside  publications  •••••«  1346 

Release  of  lists  of  farmers,  manufacturers,  etc,  1536 

Scheduled  addresses  and  radio  talks 1231 

Authorization  of  reprints  of  publications  «••.••••••••,•  1342 

Contacts  with  Government  Printing  Office  ••••••••••«••,«  1353 

Cooperation  with  State  extension  editors 1212 

Decision  re  cover  istock  for  publications  1335 

Distribution  of  publications 1361,1374 

Duties 4 1111,1211,1212 

Formulation  of  information  programs  1213 

Responsibility!  / 

For  contents  ,%nd  editing  of  manuscripts  ••,•.••••••••  1333 

For  printing^  type  style,  paper,  etc,  ••,••••••••••,,  1351 

For  publicat'ions  1311 

Re  editorial  usage  4 1352 

Review  of  mimeographed  material  1356 

Submission  of  manuscripts  to  1333 

Information,  Office  oft 
Approval  oft 

Additional  payment  for  rush  printing  ,,...• 1354 

Outside  publications  and  addresses  by  employees  1336 

Editorial  supervision  of  Journal  of  Agricultural 

Research  .,. 1345 

Foreign  requests  for  publication  1373 

Jurisdiction  and  maintenance  of  mailing  lists  ..,,,  1366,1371 
Review  ofi 

Annual  reports  1412 

Manuscripts  1332 

Supervision  of  distribution  of  publications  1361 

To  arrange  radio  broadcasts ,,,  1241 

Information  work,  coordination  by  Director  of  Information  • 1211 

Injuries,  in  perfornance  of  duties 1553-1555 

Inquiries,  public,  prior  approval  ,... I6l6 

Inspection! 

Boilers  and  pressure  vessels  1737 

Motor  vehicles 1832 

Interior  Department,  visits  to  Indian  reservations  l8l3 

Internal  Revenue,  Bureau  of,  access  to  official  records  ...  1533 
Interstate  Commerce  Commission,  requests  for  special 

rates  3417 

Interviews  with  Department  employees,  limitations  1221,1222 

Inventions  by  employees 1561 

Inventory,  emnual,  of  property  at  field  stations  4312 

Investigations,  Division  of.  See  Personnel,  Office  of 
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Investigations  t 

Dnployee  misconduct,  reports 1111, 2913*2914,2921 

Etaployees  making,  not  to  be  associated  with 

industries  concerned  1549 

Fiscal  irregularities  llil,2912,2913»2921 

In  cases  involving  lose  or  damage  to  private 

property  due  to  negligence  of  employees 3162 

Inspection  of  field  offices  1111 

Motor  vehicle  accidents  1833 

Periodic,  of  field  offices 2911 

Reports  of,  distribution  and  use  2914 

Invoices! 

For  transfer  of  properties  4313 

Property,  filing 4314 

Irregularities! 

Fiscal! 

Investigation  of  1111,2912,2913,2921 

Reporting 3U6 

On  part  of  employees,  investigation  of  2912,2913,2921 


Journal  of  Agricultural  Research! 

Content 1321,1324 

Distribution  1366,1372 

Editorial  committee  1345 

Judicial  proceedings,  participation  in  1521-1522 

Jury  service,  by  employees  1523 

Justice,  Department  ofi 

Access  to  official  records 1533 

Relations  with  1111 


Kerr-Smith  Tobacco  Control  Act,  records,  access  to  ••••••••  1533 


Labels,  penalty,  private  use  prohibited  1645 

Laboratories,  installation  of  in  Department  buildings 

in  District  of  Columbia 1732 

Laboratory  equipment,  trade-in  4124 

Laborers,  advance  of  funds  for  hire  of  3434 

Lantern  slides,  sale  4427 

Leaflets,  description  1321 

Leases,  real  property  1712 

Leather  work,  services  of  Mechanical  Shops  4117 

Leave! 

Annual! 

Governing  regulations  2511 

In  judicial  proceedings 1522 

Members  of  Naval  Reserve  2554 

Members  of  Officers  Reserve  Corps  2555 

Iknployees! 

In  travel  status  3413 

Pay  status  on  Sundays  and  holidays ••••••  3217 

Final  salary  payment  to  employees  on  •••••••••••••••••••  3213 

Military! 

Certificate  of  membership  required  .•••••••••••••••••  2556 

Disabled  veterans,  for  medical  treatment 2557 

Employees  entitled  to  •••••••  2551 

Members  of  Marine  Corps  Reserve  2554 

Members'  of  National  Guard 2552,2553 
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LeaTe-’*-’Cost  inued  • 

Military — Cent  inued  * 

Members  of  Naval  Reserve 2554 

Members  of  Officers  Reserve  Corps  2555 

Records,  preservation 1538  ^ 

Sick 2511 

Without  payi 

Deductions  for 3216 

Members  of  Naval  Reserve 2554 

Members  of  Officers  Reserve  Corps  ••••••••••••••••••  2555 

Lectures,  by  employees,  restrictions /• 1232 

Legislations  - - 

Federal t / 

Drafting,  assistance  in 1423 

Influencing  1423 

Recommendations  and  reports  1423 

Not  to  be  discussed  with  employees  of  concerns 

affected  by 1549 

Proposed,  reconmendations  or  reports  on,  clearance  ••••  1613 

State,  correspondence  regairding  1612 

Letter  of  authorization,  appointments  under  ••••••••••••••  2163 

better  Mail* 1646 

Letterheads  1631 

Lett eras 

Clearance 1613 

Initialing,  procedure 1613 

Of  introduction,  foreign  travel  •••••••••••••••••••••••  1652 

Preparation  for  signature  in  Office  of  Secretary  ••1612,1613 
To  other  Departments  and  agencies,  preparation  1612 

Librarian,  Departments 

Foreign  requests  for  publications  1373 

Responsibilities  1912 

Library s 

Department  s 

exchanges  of  publications  1375 

Maintenance  of  mailing  and  exchange  lists  ••••••••••  1372 

Published  materials,  expendable,  definition  ••••••••  1911 

Regulations  1911-1917 

Working  tools,  definition 1911 

Materials,  loans  to  employees  1916 

License  plat ess 

For  official  motor  vehicles  I836 

State,  use  on  official  motor  vehicles  I836 

List  8 s 

Mailing*  See  Ifaiiling  lists. 

Of  farmers,  manufacturers,  etc,,  release  of  1536 

Livestock,  sale  or  exchange 4429 

Living  persons,  projects  not  to  be  named  after  •••••••••••  1580 

Loans s 

To  employees,  forbidden  ••••«•••••••••••••••••••••  1541,1543 

To  subordinates,  forbidden 1541,1543 

Locked  rooms 1724,1725 

Long-distance  telephone  calls,  limitations  1674 

Lost  and  found  articles,  disposal 1576 


Machine  shop  work,  services  of  Mechanical  Shops  ••••••••••  4117 

Mails 

Foreign,  free  transmission 1651 

Forwarding  to  employees  outside  District  of  Columbia  ••  1644 
Ifandling  1641-1649,1651 
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Uail*>-Cont  inued  • 

Insured  1643 

Receipt  and  dispatch  1641 

Registered  1642 

Sacks,  improper  use  o/  1648 

bailing  list si 

For  Department  publications,  maintenance  •••••••••••  1366,1371 

For  periodicals  •••.•••••••••••••••••••••••••••••••••••••  1364 

Of  producers,  access  to  1533 

Use  restricted  to  the  Department  ••••••••••••••<••••••«•«•  1371 

Uanuals,  preparation,  approyal  •••••..•••••••••••••••••••••«  1326 

llanufacturers,  lists  of,  release  of  1536 

Uanuscriptsi 

Clearance  *1332 

Editing  by  bureaus  1332 

Preparation  1332 

Requirements  for  publication  ••••••••••••••••••••••••••••  1331 

Submission  for  publication,  accompanying  statemmta  • • • • • 1333 

Ifaps,  forest,  sale 4427 

Marine  Corps  Reserve,  military  leave  for  members  •«••••»••,•  2554 
Market  news,  broadcasts  1241 

Ifoterialst 

Foreign,  purchase  of  3341 

Inflaomable,  storage  1733 

Mechanical  Shops i 

Reimbursement  for  services  3225 

Services  4117 

Medical  caret 

Emergency,  to  employees  in  District  of  Columbia  ••••*••••  1554 

For  isolated  Forest  Service  employees  ••••••••«••••••••••  3124 

Meetings! 

Conventions,  etc.,  attendance  by  employees  •••«•»••••••••  1512 

Cooperative  agricultural  extension,  employee  attendance  • 1512 
Messages,  unofficial,  transmittal  by  telegram,  radio,  or 
cable  at  Government  expense  prohibited  •••••••••«••••••••••  1684 

Metals,  precious,  safeguarding  and  records  4317 

microscope  parts,  property  records  •••••••••••••••••••••••«•  4316 

Mileage,  travel  in  personally-owned  vehicle  3423*3443 

Military  organizations,  employee  membership  in 1573 

Mimeographed  material,  approval  1356 

Mimeographing,  to  be  done  in  central  plant  •••••••••••..••«•  1357 

Miscellaneous  publications,  description 1321 

Misconduct,  employee,  investigation  of  •••.«•  1111,2912,2913*2921 
Model  making,  services  of  Mechanical  Shops  .•••••••••••••«••  4117 

Moneys! 

Enroneously  received,  refund  •••••••••••••••••••.••••••••  3161 

Public,  regulations  3171*3177 

See  also  Public  moneys. 

Mosaics,  sale  of  4425 

Motion  picture  equipment,  purchase  1251 

Motion  pictures! 

Disposition  or  destruction  of  1534 

Making,  expenses  1251 

Preparation  and  distribution  1251 

Sale  and  rent  of  ...••• 1251 

Motor  vehicles! 

Defective,  use  of  prohibited  1832 

Official! 

Accidents  1833 

Care  in  operation  of  1832 

Cost  records  of  operation  and  maintenance  1837 

Identification  marking  1834 
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Motor  vehieles—Continued* 

Of  ficial— Continued  • 

Inspection  of  1832 

License  plates  (identification  tags)  for  I836 

Operation  and  servicing  in  District  of  Columbia  I838 

Permit  to  operate I832 

Repairs  to  in  District  of  Columbia  I838 

Restrictions  on  use  and  storage  l831tl&32 

State  license  plates,  use  of  I836 

Title,  certificate  of  l835 

Privately  owned,  official  identification  tags  not  to 

be  used  on  I836 

See  also  Automobiles* 

Motor  Transport  Service,  reimbursement  for  services  •••••*.3225 
Motorcycles*  See  Motor  vehicles* 

Motors,  outboard,  purchase  of  **• * ****  4113 

Multilithing,  to  be  done  in  central  plant  ***• *••••**  1357 


National  Archives,  depository  for  Department  records 1534 

National  Defense  Act,  of  June  3»  191^,  military  leave 
for  members  of  National  Guard  and  Officers  Reserve 

Corps ..*  2553,2555 

National  Guard,  military  leave  for  members  *•*•••*•**  2552,2553 

Naval  organizations,  employee  membership  in  ***•••* 1573 

Naval  Reserve,  military  leave  for  mmnbers ••**  2554 

Negligence,  loss  or  damage  to  private  property,  claims  *•*  3182 
Newspapers  1 

Definition 1911 

Purchase  of  *^. 1912,1914 

Nursery  stock,  purchases  for  national  forests  4115 


Packages,  mailed  under  penalty  privilege,  weight  limit  ***  1647 

Painting,  services  of  Mechanical  Shops  **** 4117 

Pamphlets,  accompemied  by  letters,  mailing  ••******•*••*•*  1646 
Parcel  post  1 

Insured * 1643 

Mailed  imder  penalty  privilege,  weight  limit  * 1647 

Registered  1642 

Parts,  used  •*•••* 4227 

Passes t 

Issued  to  employees,  private  use  of  prohibited  •***•*••  l8l2 

To  Federal  buildings,  issuance  **•*•••*• ******  1723 

Passports,  for  official  travel  use,  issueuice  *************  1822 
Patent  bonds,  contractors,  approval  by  Solicitor  •***••**•  314^2 
Patent  Office,  expediting  issuance  of  patents, 

requests  for  **•*•**••  1562 

Patents! 

Applications  of  employees  for  *** *•*••**••**•  1111 

Issuance  to  Department  employees  ***** 1561 

Plant,  aid  to  Commissioner  of  Patents 1563 

Requests  to  Patent  Office  to  expedite  issuance  * 1562 

Pathological  specimens,  sale  *****************************  4426 
Pattern  making,  services  of  Mechanical  Shops  **•••*****•*•  4117 

Pay  roll  vouchers,  preservation  of ****** 1539 

Pay  rolls! 

Sxamination  and  certifieation  *************************  3113 

For  services  on  Sundays  and  holidays *•*•**•  3217 

Married  wcmen,  name  to  be  used  ****************  3221 

Regulations  ************* ******* *********  3221 

See  also  Compensation)  Salaries* 
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Payment 8 1 

Idranee  3182 

Due  to  persona  or  corporations  no  longer  in  sKistenee  • 3186 
Illegal  or  erroneous i 

ieeoxmtability  of  certifying  officers  for  •••«••••••  3U3 

Responsibility  of  bureau  chiefs  ••••••••••••••••••••  3U3 

Partial 3185 

See  also  Claims}  Disbursements}  Sxpendituree • 

Peddling,  in  Department  buildings,  prohibited  1577 

Penalties,  for  failure  to  furnish  i^oroation,  z^trie* 

tions  I6l6 

Penalty  envelopes  and  labels,  private  use  prohibited  •••••  1645 

Per  diem  allowance  3413t3431 

Periodicals,  Department! 

Approval  1322 

Distribirtlon  1364 

Perishable  products,  surplus,  disposal  4422 

Permits,  motor  vehicle  operators  1632 

Personal  history  statement,  required  2157 

Personal  message,  transmission  of  by  telegram,  radio, 

or  cable  at  Government  cost  prohibited  1664 

Personal  services.  District  of  Columbia,  restrictions 
on  employment  •••••••••••••••••#•••••••••••••••••••••••••  3222 

Personnel, Director  oft 

Absence  without  permission,  disciplinary  action  •••••••  2562 

Approval  oft 

Attendance  at  meetings  1512 

Organization  changes  2312 

Release  of  lists  of  employees  1535 

Classification  of  field  positions 2311 

-Details  of  employees  2712 

-Disciplinary  action  in  cases  of  employee  aisconduet, 

etc 2913,2921,2922 

; D^  lUl 

Jftnployee  membership  in  military  or  naval 
organizations  ••••••••••••••••••••••••••••».••••••••••  1573 

XxaLmination  of  employees  suspected  of  tuberculosis  ••••  1552 

Reports  of  confidential  investigations,  release  •••••••  2914 

; Responsibility  ret 

Annual  and  sick  leave 25U 

f finployment  under  letter  of  authorisation  •••••••••••  2163 

Hours  of  duty  2211 

Suspension  of  employees  without  pay  •••••••••••••••••••  2922 

' See  also  Personnel,  Office  of» 

Personnel^  District  of  Columbia,  restrictions  on 

waployment  3222 

Personnel,  Office  oft 

Contacts  with  Civil  Service  Cmnission  2111 

functions 1111 

Investigations  Division* 

Inspection  of  field  offices  mi 

Investigation  of  misconduct,  irregularities, 

etc 2912,2913^ 

Periodic  investigation  of  field  offices  •«••••••••••  2911 

Review  of  reports  of  inspections  of  boilers  and 
pressure  vessels  1737 


See  also  Personnel,  Director  of. 

Photographic  prints,  films,  and  lantern  slides,  sales  ••••  442? 
Photographic  reproduction  work,  to  be  done  in  central 


plMt  1357 

Riotographst 

Aerial  and  other,  sale  of  4425 

Disposition  or  destruction. of  1534 

Distribution  and  sale 1216,1221 


Rerised  7-1-43 


2NDR 


20 


Pip*  fitting^  ■•nrie**  of  Hsohanieal  Shop* 

Plant  and  Oporations,  Offico  oft 

Approval, for  oolloction  of  coat ribot Iona  

Cortifieatioa  of  titlo  for  aotor  Tohleloa  la  Distriet 

of  Colualda  * 

Ghieft 

Approval  of  dooiga  of  official  badges  

Approval  of  dispositioa  of  roeords  

Authority  ro  storage  space  

Conplaiats  aad  suggeations  re  Mechanical  Shops  to 

be  referred  to  

Duties  I 

Issuance  of  building  passes 
Lease  of  real  property 

Reepoasibility  for  care  and  nant^emeat  of  buil^ii^'s 
Bevies  of  arrangeneat  and  lettering  of  signs  ••••••( 

Supervision  of  construction  and  alterations  in 
Oepartaent  buildings  in  Distriet  of  Columbia  •••••. 

Design  of  motor  vehicle  pane  plates  ••••••••••••••••••< 

Longdistance  teleidione  eallst  certification  of 

vouchers  

Provision  of  motor  truck  service  in  District  of 

Columbia  

Responsibility  for  official  mall  

Plant  Industry,  Soils,  and  Agricultural  Ibgineerlng, 
Bureau  of,  approval  of  plans  for  boilers  and  pressure 

veesels  

Plaiee,  name,  for  identification  of  motor  vehicles  ••••••< 

Platinum,  safeguarding  aad  records  ••••••••••«•••••••••»•< 

Plumbing^  services  of  Mechanical  Shops  ••••••••••••••••••< 

Politick  activity  of  employees  

Political  to]4^f  Bot  to  be  discussed  in  iaterviess  •••••« 

Poeition,  official,  misuse  of  ••••••••»••••••••••••••••••< 

Positions,  nee,  classification 

Post  office  box,  rental  

Potato  Act  of  1935»  records,  access  to  

Preference,  veterans,  in  appointments 
President,  program  of,  clearance  of  recooDcndations  aad 
reports  re  Federal  legislation 
Press  releasee 

Press  Service,  dissemination  of  current  infomation  •••••4 
Prlntingt 

Congressional  Joint  Comaittee  ont 

Approval  of  distributi<m  of  publications  ••••••••••< 

Airthorisation  of  field  printing  •••*•••••••••••••••« 

field,  authorixation  

Funds,  Director  of  Information  to  allocate  •••••••••••• 

Beqnisitions  for  publications  ••••••••••••••••••••••••« 

Rush  orders  for,  avoidance  

Type  style,  paper,  etc*,  responsibility  of  Director 
of  Information  ••••••••••••••••••••••••••••••••••••*•« 

Prints,  idiotographio,  sale  of  

Prison-made  goods.  Federal,  purchase  required  ••••o*«****« 
Private  enterprises,  reference  to  in  Department 

publications  prohibited  

Probation,  separation  of  employee  during  ••«•••••••••••••• 

Proceedings  before  the  Depaxtment,  representation  in  ••••• 

Proclamations,  preparation  •••••••••••••••••••••••••••*••• 


ill? 


1577 

1835 

1574 

1534 

1725 


• 4117 

• 1111 
. 1723 

. 1712 

• 1721 
. 1571 


1,732 

1634 


1674 

1838 

1641 


1737 

1834 

4317 

4117 

1542 

1222 

1541 

2323 

3182 

1533 

2117 


1423 

1221 

1221 


1362 

1355 

1355 

1211 


1353 

1354 


1351 

4427 

3346 


1344 

2811 

1579 

1661 


frocurementt 

Advertising  for  bids 3311,3322,3323*3324 

Specifications  3321,3324 

See  also  Purchases* 

Procurement  Division*  See  Treasury  Department* 
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Projeet  eystsm^  budgetary 

Projector's  motion  picture,  purchase  »o . 
Projects! 

budget  estimates  for  

Not  to  be  named  after  lining  persons  

Promotion,  Tacancies  to  be  filled  whenever  possible  by 
Proof,  correction®  and  alteration® 

Property 8 

Acquisition  by  Department 

ippropriation  for  personal  use,  penalties 

Classification 

Clerks,  duties 

Condemned s 


1421,14-22 
....  1251 

1422,1431 
....  1580 
...  2412 
....  1341 

....  4111 
....  4217 
....  4221 
4111,4112 


Appropriation  for  personal  us©  prohibited  4216 

Sale  to  certain  employees,,  prohibited  4215 

Used  parts  4227 

Custodian©,  bonding  3142 

Daa&ged.,  lost,  or  stolen,  report  by  ©taployee  having 
custody  4432 

l&schang®  4l21»4124, 412?, 4411 

2x changes 

In  p<art  payment  for  new  articles  4121 

Le^al  authorisation  4411 

Of  used  parts  412? 

Spendable,  definsd  «... 4221 

Field  Parties* 


Sale  or  abandonment 

Storage  

Identification,  marking  and  recording 

Loartid  cr  rented  to  Department,  contracts  covering 

Misuse  prohibited  .....a. 

Kon*“Sxpendable^  defined 

Official  in  charge,  death,  resignation 

Ordered  destroyed,  disposition  , 

jr‘Y\ivQ,i’^,  lost  ©r  daisaged* 

IT!  national  forest  work 

Through  negligence  of  employees,  claims  for  «..< 
FubltCp  proceeds  of  sale  and  transfer 
IPurchasee  from  employees,  limitations 
Real  I 

Acquis it ion  

Disp>ositlon 

Leeused,  repairs  and  alterations  o«. 

Leasee 

Outside  of  District  of  Columbia,  recoi-ds 
Records  s 


;:::: 

.....  4222 

....  331S 
....  4225 
4221 
....  4213 

....  4433 

3163,3164 
....  3162 
....  3176 

....  4214 

....  1711 

....  1741 

....  1712 
....  1712 
....  1721 


Field  stations  

Maint enanee  ...............c... 

Kaintenarice  and  audit 

Used  parte  

Requisition®  

Responsibility  for  

Sale  

Sale,,  audit  of  records  ....................... 

Surplua  or  unserviceable,  eai©  and  disposition 
Sio’^lusi 

Perishable,  disposal  ........o. ............ 

Proceeds  of  sal©  or  transfer 

Sale,  receipts  

Transfer  ,,3. 


.........  4312 

4111,4311-4317 
.........  4311 

4227 

....  4111,4112 
4211,4212,4215 
....  4421-4429 

4223 

4421 

4422 

.........  3176 

.........  4121 

.........  4421 


Bo©  also  Surplus  propeHy. 

Transfer  4111,4313,4314,4315 

Use  in  exhibits  4224 
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Public  Buildings  Administration*  See  Federal  Works  Agency* 


Public  funds® 

Misuse  3173 

Withholding,  proMbited 3174 

See  also  Public  moneys* 

Public  Health  Seinrice,  examination  and  treatment  of 

Department  employees  1552 

Public  hearings  and  confsrsncess 
Report St 

Free  distribution  1531 

Sale  1532 

Public  hearings,  discussion  of  subject  matter  by 
empleyses  after  close  of  hearings  forbidden  1544 

Public  moneys I 

Recounting  for  3172 

Adyaneea  3142,3182,3434 

Deposit  3175 

Regulation©  3171-3177 

Safekeeping,  employee  reeponsibility  3171 

See  also  Moneys | Shablic  funds* 

Public  utility  sesTiceSg  contracts  for  3349 

Public  works,  conetnaction  or  repair  contracts^ 
liquidated  damages  for  delay  in  perfomanc©  *«»*«•»•««••*  3319 
Publicatioags 

Articles  by  employees  •««•••»***•». .•*»•.••*•**». «•••*•  1548 
Character  of  papers  submitted  for  1331 

Complimentary  copies  prohibited  •••••*  1383 

Coordination  by  Director  of  Information  »«»»««•«»*••••*  1211 
Co-rere  for  .*«***.oc*»..*  1335 

Department* . 

Diatributioa,  restriciiont  on  1362-1366 

Reference  to  commercial  ©riterprisoe  or 

products  prohibited  1344 

Ser2.ee  1321-1326 

Distribution* 

Preference  in  '1362 

Supervision  ty  Office  of  Information  1361,1374 

Editing,  regulations  1341-1346 

Editorial  usage,  responsibility  of  Director  of 
Inf crmtion  1352 

Ikchanges,  received  by  Department  Library  1375 

Foreign  requests  for  1373 

II lust rat ions,  preparation  1334 

Indexes  and  reference  list®  1327 

International  ^change  1376 

Mailings  s 

At  Government  Printing  Office  1361 

Regulation®  1371-1376 

Within  United  States  1374 

Mimeographed  or  duplicated,  approval  1356 

Other  than  Departmesst  series  1322 

Outsides 

Articles  by  esaployeee,  rastrictions  1336 

Reprints  from,  purchase  ...d..*..*....**...*®...***..  1346 

Periodical®  1322 

Preparation  ««**««» 1331-1336 
Ps'intings 

Requisitions  1353 

Responsibility  of  Director  of  laformatiois  •«..<..»•••  1351 
Reprints , requoot s for  ....... ............o..*........*  1342 

Revisions  and  reprints  1342,1343 

Sale  by  (k>vemm©at  Fri.nt.ing  Office  1362 
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Publi  eat  ioae—ConI;  inued « 

Stats  agricultural  extension  services,  rp&iling 1649 

Subscriptions  to,  advance  payments  3182 

Surplus  or  useless,  disposition  of  ....•.••••••o,  1537 

Publicity  experts , employment  prohibited  2115 

Published  materials J 

icqulsition  and  use,  responsibility  of  Librarian  1912 

Loans  from  Library  1915 

Hon“8xpendabl© 1 

Dieposition  by  Libra.ry  1917 

Fubiiahed,  ownership  1913 

Purchases,  availability  of  funds  for  1914 

Purchase,  Sales,  and  Traffic,  Division  of.  See  Budget 
end  Finance,  Office  of. 

Purchases I 

Amounting  to  $50  or  less  3331 

Arms  and  aimnunition  »••••. ..*••«  4116 

Automotive  equipment  4113 

Availability  of  funds  3131f3132 

Boats  .......o.*... 4113 

Cash  3333 

Contract©  covering  two  fiscal  years  3349 

Discounts  for  prompt  payment  3lB4 

Federal  Prison  Industries,  Inc.,  products  of,  required.  3346 

Foreign  goods,  restrictions  3341 

From  employees,  limitations  4214 

General  Schedule  of  Supplies  3343 

Motors,  outboerd  4113 

Nursery  stock,  tree  seed,  etc.,  for  National  Forests  .«  4115 

Open-market  3322,3331p3332,3333 

Personal I 

Equipment,  restrictions  3342 

Funds,  use  of  3333 

Property,  supplies,  etc.  .••••••»*•  4111,4112,4113,4115,4116 

Real  property  1711 

Regulatory  laws,  enforcenent  3333 

Restrictions  3341-3349 

Road"building  equipment  ......  4113 

Scientific  and  experimental  equipment  334? 

State  and  local  taxes  3192 

Tractors  4113 

Ihider  expired  contracts  prohibited  3349 

See  also  Contracts | Procurements. 

Purchase  Vouchers,  preservation  of  1539 


Quart  el^l 
Allowances I 

For  ©taployses  stationed  abroad  3123 

For  field  employeea  3121 

Quest lonnairess 

Extension  work  1615 

Involving  (pension  syetemi  1615 

Prior  approval  I6I6 


Radiol 

Broadcasting  compajiies,  contacts  with  1241 

Broadcasts,  cosimercial,  eaftployees  not  to  participate 
in 1231 
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Httdio“-Cont inwed • 

Programs j coordination  by  Director  of  Information  1211 

Talks,  prior  approval  by  Director  of  Information  «•»•*«  1231 
Hadio  Service,  dissemination  of  current  information  1221 

Eadiograaisi 

Authorisation  to  employees  to  incur  expense  for  l68l 

Govormaent-operated  facilities  to  be  utilised  1683 

Transmisoion 1681,1683,1684 

Kadiotelegraphic  service,  conmiercial,  us©  by  employees  l68l 

Hank,  reduction  of  employee’ e 2811 

Real  68tat@»  See  IF*roperty,  'real* 

R^l  ©state  officer#  See  Plant  and  Operations,  Office  of. 

Chief 
Receipts  s 

For  transfer  of  pr®p©rtie®  4313 

Property,  filing  ««»»»«••«•.,*»««••«•••«««>#«••»•••««•»»  4-314 

Sale  6 

Form  ©f  official  cotton  standards  «•»««»«»*««««««««  4424 
photographs,  spoeimeasg  eamidee, 

4425s 4426, 442?, 4428 

Perishable  product®  «••«•••««  4422 

Surplus  property  e«a». «*».»«».«•  4121 

Sale  or  rent  of  motion  pictures  ••«#»»*. .««*«»  1251 
Se®  aleo  Collections* 

Records* 

Account ing8 

.tt-  seaeonaX  field  stationa  »«••««*«««««•<»»•>«••*«••««  31lB 
Freservjation  and  safeguarding  aa***®**®*,.******  1539,3118 
Disposition  a. eae*»  1534 

preservation  <»«»*•<»««•»«««**«»*«•» «•»•*«**••**  1538 
Motor  vehicle  license  plates  (identification  tags)  «*,»  I836 
Officials 

Ixamining  or  obtaining  copies  of  ««•*«****«.«««*«»«.  1533 
Testimony  concerning  «*«»»« 1533 

Property* 

Field  stations  4312 

Maintenance  and  audit  4311 

Regulations  4111, 4311 “4317 

Sales,  audit  ..  .«e  »»*«»«««»«<.•««•»«««'•« ® «..»•».... «>«  4223 
Used  parts  422? 

Transfer  to  National  Archives  * 1534 
Useless,  disposition  of  «« ..v ® e .«» ..««.«* ® ® ®*»  1534 
Reductions  8. 

In  fore©  »«««««•««.»•<>»•««« •.«««»•»*««««•  2812 

Of  fHnployoe®  in  rank  or  compeissatios  2811 

Refrigerators,  used  part®,  exehfeng©  «,««•». •..»<»«,.  412? 
Refunds  of  money  paid  Department  erroneously  «v«. »*«....*.*  3161 
Rsfus®,  receptacle®  for  ®. «»•*»*. *.«•••  1734 
Regional  office®,  changes,  advane®  Departmest  elaaranco  »•  1112 
See  alac  Fiold  offices  and  Field  stationfi®. 

Regulations,  discussion  of  by  employees  after  cloao  of 
public  heaz’-ings  forbidden  1544 

Regtzlato^y  laws,  purchases  mad©  in  enforcement  of  «®»*.*®*  3333 
Reimbursement® 

For  transportation  of  household  goods  on  change  of . 

station  3435 

Mechanical  Shops,  services  of  ^e®....*..**.,**®**.®*.*.*  411? 
Travel  by  personally-downed  vehicle  3442,3443 

Removal  of  employees  sa,*®**®*©**.*^* 2811 
Renewralgj,  lease©,  real  property  ***®.*« **.•»*»««» *«.**»»**•  1?12 
Rental,  lease  of  rea3,  prop©?rty  1?12 

Reorganisations,  approval  by  Diractor  of  Fersonnel  «...*•«  2312 
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Repairs » 

Buildings,  contracts  for,  liquidated  damages  for 

delay  in  performance 3319 

Leased  property  1712 

Mechanical  Shops  4117 

To  Federal  buildings  1713,1721 

Reports* 

Accompanied  by  letters,  mailing  1646 

Annual  * 

Construction  of  national  forest  roads  1413 

Cooperative  agricultural  extension  work  1433 

Of  bureau  chiefs,  preparation  and  printing  1412 

Of  bureau  chiefs,  review  by  Office  of  Information  .«  1412 

State  experiment  stations,  work  of 1433 

Budgetary  project  1421 

Financial  1431-1433  , 

Of  investigations  of  employee  misconduct  2913,2914 

Of  motor  vehicle  accidents  1&33 

Of  public  hearings  end  conferences* 

Free  distribution  1531 

Sale  1532 

Quarterly,  on  condition  of  work  1414 

Secretary’’’ s,  annual,  preparation  and  printing 1411 

Representation  in  procerdings  before  the  Department  1579 

Reprints  * 

From  outside  publications,  purchase  and  mailing  •••••••  1346 

Of  articles  in  Journal  of  Agricultural  Research  1366 

Of  publications,  approval  1342 

Requisitions* 

Printing 1353 

Supplies  and  equipment  4112 

Research* 

Employees  not  to  jJarticipate  in  commercialization  of  ••  1548 

Publication  of  results  1311 

Release  of  results  1222 

Retirement,  appointment  of  civilians  retired  for  age 

prohibited  3214 

Revenue  Act  of  1932,  FeddVal  excise  teix  3191 

Revenue  Act  of  1935,  provisions  regarding  excise  tax 

payments  '. 3124 

Road  construction,  annual  report  of  Forest  Service  1413 

Road  equipment* 

Purchase  of  4113 

Trade-in  4123 

Rooms,  locked  1724,1725 

Rubber  stamps,  manufacture  in  Mechanical  Shops  4117 

Rush  orders  for  printing,  avoidance  1354 


Sacks,  mail,  improper  use  of 1648 

Salaries* 

Annual,  schedule  of  rates  3212 

Assignments,  prohibited  3231 

Checks,  delivery  and  endorsement  3231 

Computation 3211 

Deductions  3216,3232 

Final  payment,  computation  3213»3233 

Garnishment  and  attachment,  prohibited  ..••••••••.•••••  3232 

Increases,  for  meritorious  service  2412 

Payment  for  Simdays  and  holidays  3217 

Withholding 3213,3233 

See  also  Compensation. 
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Sale  I 

Public  property,  deposit  of  proceeds  3176 

Used  property 4121 

Samples  t 

Advance  of  funds  for  purchase  of 34-34 

Sales  4428 

Sanitation,  buildings  and  rooms 1721 

Schedules,  for  collection  of  information  from  the 

public,  prior  approval 1616 

Schools,  preparing  for  civil  service  examination, 

employees  not  to  participate  in 2116 

Scientific  and  experimental  equipment,  purchase  3347 

Scientific  equipment,  trade~in  •••.. 4124 

Seal,  official,  of  Department,  custody  and  use  1122 

Secret  Service,  access  to  official  records  1533 

Secretary! 

Advance  of  funds,  approval 3434 

Aid  to  Commissioner  of  Patents  in  issuance  of  plant 

patents  1563 

Annual  report,  preparation  and  printing  1411 

Appointment  of! 

Committee  to  reconcile  differences  of  opinion  re 

manuscripts 1333 

Editorial  committee.  Journal  of  ^Agricultural 

Research 1345 

Employees  2121 

Appropriation  of  Department  property  for  personal 

use,  reports  to  4217 

Approval  of! 

Budget  estimates  1431 

Claims  for  loss  or  damage  to  private  property  in 

national  forest  work  316393164 

Construction  of  buildings  1713 

Emergency  appointment s 2162 

Projects,  new .....••  1422 

Pur chas e of  real  property  1711 

Teaching  by  employees  1232 

Transportation  of  household  goods  3421,3435»3491 

Travel  by  private  persons  3433 

Use  of  Crop  Reporter  mailing  lists  1371 

Authorization! 

Of  advance  payments 31&2 

Re  marking  of  motor  vehicles  1834 

To  certify  vouchers  3181 

To  provide  for  subsistence,  etc.,  for  Forest 

Service  employees  3124 

To  use  state  license  plates  on  official  motor 

vehicles  I836 

Travel  by  persons  other  than  employees 3421 

Classification  of  positions  2311 

Delegation  of  authority  to  employ  field  personnel  ......  2162 

Designation  of  certifying  officers 3H3 

Disciplinary  action  in  loss,  theft,  or  destruction 

of  property 4432 

Foreign  goods,  purchase  of 3341 

Piolding  of  positions  under  states  or  territories  by 

Department  employees  and  vice  versa 2113 

Illustrations  for  publications  ...«.•••  1334 

Inspection  of  field  offices,  reports  of 1111 

Legislation,  F^eral,  approval  of  recommendations 

and  reports  1423 

Letters  to  Comptroller  General  3111 
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S ecret  ary— -Cont  inued  • 

Ifeps,  photographs,  samples,  etc.,  sale  of  4425 

Motor  vehicles  assigned  to 1834 

Official  cotton  standards,  forms,  sale  of  4424 

Powers  re  representation  in  proceedings  before  the 

Department  1579 

Quarterly  report  to  President  on  condition  of  work  ..••  1414 

Questionnaires,  review  of  decisions  re  use  I6l6 

Removal  of  employees  ..................................  2811 

Requests  for  expediting  issuance  of  patents 1562 

Signature  of  correspondence  re  state  legislation  1612 

Suspension  of  employees  without  pay  ...................  2922 

Testimony  by  employees  before  Congressional 

Committees,  clearance  1423 

Secretary,  Office  of,  letters  for  signature I6l2,l6l3 

Secretary's  File  Room,  responsibility  for  Department 

seal 1122 

Separates.  See  Reprints. 

Separation  of  employees  from  servicei 

During  probation  2811 

For  abandonment  of  position  2813 

Reduction  in  force 2812 

Removal  for  cause 2811 

Separation  Registers,  reduction  in  force  2812 

Service  and  Regulatory  Announcements s 

Contents,  printing,  and  issuance 1322,1325 

Distribution 1365 

Shipment 8 I 

Express  3^72 

Freight  3471 

Requiring  custom-house  clearance  ......................  34^73 

See  also  Transportation. 

Ships,  American t 

Household  goods  to  be  transported  on  3435»3491 

Use  by  employees  required  for  foreign  travel  1824 

Signs,  uniform  arrangement  and  lettering  1571 

Smithsonian  Institution,  publications,  international 

exchange 1376 

Smoking  by  employees,  restrictions  1556 

Solicitor* 

Approval  of  employees'  and  contractors'  bonds  .........  3142 

Budget  estimates,  advice  1431 

Conferences  and  communications  with  General 

Accounting  Office  3111 

Duties nil 

Fiscal  irregularity  on  part  of  employees, 

responsibilities  2913 

Solicitor,  Office  of* 

Claims  in  motor  vehicle  accidents  1833 

Cleairance  of  letters  involving  legal  matters  1613 

Functions  1111 

Letters  to  Comptroller  General  ........................  1613 

Representation  in  requests  for  expediting  issuance 

of  patents  1562 

Sound  recordings,  disposition  or  destruction  of 1534 

Specifications* 

Contracts,  liquidated  damages  for  delay  in 

pez*formance  3319 

Procurement  3321,3324 

Specimens,  pathological,  zoological,  etc.,  sales  of  • 4426,4428 
Speculation* 

In  cotton  by  employees  prohibited  1545 

On  confidential  crop  information  by  employees 
prohibited 1547 
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Speeches,  compensation  for  1214,1232 

State  agricultural  colleges*  See  Colleges,  State 
agricultural. 

State  offices,  changes,  advance  Department  clearance  ••••  1112 
State  offices*  See  Field  Offices  and  Field  Stations* 


State  Department,  passports  for  official  travel  1822 

State,  Secretary  of,  foreign  travel 1821 

Statements,  financial,  for  Congress  * ***  1432 

State  positions,  holding  by  Department  employees  ••••••*•*  2113 

Stationery •*•••*  1631 

Statistical  Bulletins,  description  * 1321 

Statistical  information.  Extension  Service  •*•*•**  l6l5 

Statistical  Standards,  Division  of*  See  Budget, Bureau  of* 

Statistics,  false,  issuance  by  employees,  prohibited  154? 

Storage I 

Field  parties,  property  4226 

Inflammable  materials  and  supplies  * 1733 

Space,  protection  from  fire * 1725 

Style  Book,  Government  Printing  Office,  use  as  standard  **  1333 
Style  Manual I 

Depairtment,  use  **••• I6ll,l66l 

Government,  deviations  from  1352 

Subscriptions,  publications,  advance  payments  3182 

Subsistence! 

finployees! 

Field,  allowances 3121 

Forest  Service,  provision  for ••**.**  3124 

In  Alaska,  provision  for  *•**.*• 3122 

For  Judicial  proceedings  •••••*•*• 1522 

Per  diem  allowance  ••.*•*•  3431 

Subsistence  Expense  Act  of  i^26t 

Advance  of  funds  under  * 3434 

Bonds  for  advance  of  funds  314-2 

Sugar  Division,  official  records,  access  to * 1533 

Sundays,  compensation  for  sei*vice  on 3217 

Superintendent  of  Documents,  disposition  of  surplus  or 

useless  publications  *•*  1537 

See  also  Government  Printing  Office* 

Supplies! 

Employees! 

Forest  Service,  provision  for 3124 

In  Alaska,  provision  for  3122 

General  Schedule  of,  purchases  to  be  made  from  *•••••**  3343 

Requisitions  4112 

Surplus  property! 

Office  furniture  and  equipment  in  Federal  buildings 

outside  District  of  Columbia  * 1731 

Records  of,  disposition 1539 

Survey,  Boards  of! 

Appraisal  of  animals  to  be  sold  4429 

Approval  for  trade-in  of  property  4121 

At  field  stations,  membership  and  functions 4421 

Department,  membership  and  functions * 4421 

Disposal  of  used  parts  4227 

Suspension  without  pay! 

Enployees! 

Absent  without  permission  * 2562 

Pending  investigation,  etc*  * 2922 
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Tsuc  exemption  certificates  3191»319? 

Taxes! 

Excise! 

Application  to  Federal  purchases 3191 

On  articles  sold  by  Department  to  employees  ••••«#•••  3124 
Federal! 

Income,  subsistence  and  other  payments  to  employees  • 3191 

Travel  by  peirsonally-owned  vehicle  3442,3443 

State  8uid  local! 

Federal  Government  not  subject  to  3192 

Travel  by  personally-owned  vehicle  •••••••••••••  3442,3443 

Teaching,  by  employees,  limitations  1232,1548 

Technical  Bulletins,  description  1321 

Telegrams ! 

Authorization  to  employees  to  incur  expense  for  ••••••••  l68l 

Classification  1682 

Government -operated  facilities  to  be  utilized  ••••••••••  1681 

Preparation  emd  transmission  1681,1682,1684 

Preparation  for  Secretary's  signature  1682 

Telephone  and  telegraph  service,  for  official  use,  not 

subject  to  Federal  excise  tax 3191 

Telephone  listings  of  field  offices  and  stations 16?5 

Telephones ! 

In  District  of  Columbia,  installation,  restrictions  ••••  1671 

In  Government *owned  residences,  installation  16?2 

Long-distance  oalls,  limitations 16?4 

Official,  installation  or  use  for  private  business 

prohibited  1672,1673 

Temperature  control  devices,  used  parts,  exchange  4127 

Termination  of  employees*  service,  See  Separation  of 
employees  from  service* 

Territories,  positions  under,  holding  by  Department 

employees  2113 

Tickets! 

Bus  and  streetcar,  issued  to  employees,  private  use 

prohibited  I8l2 

Sale,  in  Department  buildings,  prohibited  ••••••••••••••  1577 

Tires,  trade-in  4123 

Title  to  official  motor  vehicles  1835 

Tokens,  Issued  to  employees,  private  use  of  prohibited  ••••  I8l2 
Tools,  working! 

Department  Library,  definition  19U 

Loans  from  Library  1915 

Towels,  for  use  by  more  than  one  person,  prohibited  •••*»••  1736 
Tractors! 

Purchase  of 4113 

Trade-in 4123 

Trade-in,  property  and  equipment  4121-4127 

Trailers i 

Identification  markings  1834 

License  plates  (identification  tags)  for  I836 

Transfers! 

Of  employeeb  * 2711 

Property! 

Field,  approval  of  Chief,  Division  of  Purchase, 

Sales,  and  Traffic  4421 

From  Government  establishments  4111 

Public  property,  handling  of  proceeds  3176 

Transportation! 

Authorization  3421 

By  freight  and  express,  methods  3471-3473 
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Trane  port  at  ion— Cont  inued  • 

Of  deceased  employees,  dying  abroad  or  in  travel 

status  3491 

Of  deceased  employees  of  Forest  Service 3124 

Foreign,  families  of  employees  stationed  abroad  ••••••«  3461 

Household  goods t 

Approval 3421,3435 

Of  employees  dying  abroad  ;••••••• 3491 

On  change  of  station 3435 

Requests  t 

For  injured  employees,  use  1555 

Use  of 3415 

Special  rates  and  adjustments 34X7 

Vouchers,  non-liability  of  certifying  officers  for  * 

certain  overpayments  3XX3 

See  also  Travel* 

Travel I 

Accomodations,  not  to  es;ceed  lowest  first  class 

rates  3414 

Advance  of  funds 3X82,3434 

Airplane  3421,3438 

At  official  station  3423 

Authorisations  3421,3422 

Ey  persons  other  than  employees  3421 

By  private  persons  for  benefit  of  Department  3433 

(ku9h  expenditures  for 3^X5 

Change  of  station 3435 

Expense  Accounts 3481 

Expenses  t 

For  addresses  at  meetings 1232 

For  Judicial  proceedings  1522 

Of  employees  on  detail  or  loan 3432 

Streetcar  and  bus  fares  I8l2 

To  first  permanent  station 3224 

ftra-fare  trains 3415,3421,3439 

reign t 

Authorisation  3421 

By  Department  employees 1621-1824 

Families  of  employees  stationed  abroad  •••••••••••••  3461 

' ^ r j Health  certificates , etc 1823 

V .On  ships  of  Americam  registry  required  1824 

K Leave  while  in  travel  status 3413 

Official,  issuance  of  passports  for  1822 

Per  diem  allowances  3431 

Personally-owned  vehicle  3442,3443 

Regulations  subject  to  appropriation  acts  3411 

Special  conveyances  3441-3443 

Stop-over  en  route  3413 

To  and  from  Territories  and  possessions  of  U*  S*  3421 

To  be  over  most  economical  route  3412 

Transportation  requests 3415 

Without  prior  authorization  3421 

See  also  Transportation. 

Travel  Regulations,  Standardized  Government! 

Cash  purchases  3333 

Travel  allowances  and  expense  accounts  •••••••••**  3431,3481 

Treasury,  Secretary  of,  foreign  goods,  purchase 3341 

Treasury  Departments 

Approval  of  contractors'  bonds  3142 

Disbursement,  Division  of  318I 
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Treasury  Department-Continued  i 
Procurement  Division* 

Approval  of  trade-in  of  property  4121 

Requests  for  special  transportation  rates  .••••••«•••  3417 

Sale  or  trade-in  of  articles 4121 

Surplus  property 4421 

Relations  vith 1111 

Treatises,  preparation,  approval 1326 

Trucks.  See  Motor  vehicles. 

Tuber culos is , employee  examinat ion  and  s egr egat ion  ........  1552 

Typewriter  repairs,  services  of  Mechemical  Shops  ..........  4117 

Typewriters,  trade-in  4121,4122 


Unethical  conduct,  representatives  in  proceedings 

before  the  Department  ....  '1579 

Uniform  project  system.  See  Budgetary  Project  System. 

Unsafe  conditions,  responsibility  of  Chief,  Office  of 
Plant  and  Operations 1721 


Vacancies,  to  be  filled  by  promotion  whenever  possible  .....  2412 


Valuation,  express  shipments 3472 

Vehicles* 

Rental,  limitation 3441 

Trade-in 4123 

See  also  Motor  vehicles. 

Vessels.  See  Ships. 

Veterans* 

Disabled,  leave  for  medical  treatment  2557 

Preference* 

In  appointments  2117 

Reduction  in  force  2812 

Voluntary  service,  accepteuice  of  prohibited  2114 

Vouchers* 

Exeunination  and  certification  3113 

Payable  in  foreign  currency,  preaudit  by  General 

Accounting  Office  3177 

Pay  roll,  preservation  of  1539 

Purchase,  preservation  of  1539 

Purchases* 

Of  foreign  goods 3341 

Of  goods  usually  obtainable  from  Federal  Prison 

!^ndu3tries,  Inc 3346 

Of  scientific  and  experimental  equipnent 3347 

Reimbursement,  for  C6ish  purchases  3333 

Right  of  certifying  officers  to  request  Comptroller 

General's  decision  3113 

Transportation  * 

Nonliability  of  certifying  officers  for  certain 

overpayments  3U3 

Of  household  goods 3435 

Travel* 

Airplane  3438 

Cash  expenditures  3415 

Of  private  persons  3433 

See  also  Expenditures. 
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War,  Secretary  of,  provision  of  arms  and  ammunition  ••••••  4116 

Wastepaper  baskets,  restrictions  on  use 1734 

Welfare  Association,  Department,  sale  of  surplus 

perishable  products  to  4422 

Witness  fees,  for  Judicial  proceedings 1522 

Witnesses , employees i 

In  Judicial  proceedings,  appearance,  fees^  and 

expenses  1522 

Testifying  as  experts  1544 

Work,  outside,  employee  performance,  restrictiope  ••••••••  1548 

Work  program,  budgetary  project  system  1421,1422 


Yearbook,  Department,  contents  1322,1323 


Zoological  specimens,  sale 4426 
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HoTomher  2$.  19^^ 


BSODLATIONS  07  1S2  TJ.  S.  SSPABTMZHT  07  AOEICOLTOBB 


Sxtppl— nts  to  Table  of  Contents  and  Index 


Attached  are  snppleaents  to  the  Table  of  Contents  and  Index 
to  the  Hegolatione  of  the  D^artment,  eorering  all  changes 
which  hare  occurred  since  the  Table  of  Contents  and  Index 
dated  Jul7  1,  1943,  were  issued.  st^steAJhat  J^f se  ^ 

snqylements  be  filed  beMad.tbjftJgh^ 

In8iMr'‘‘'Te^pctT^  e will  nean  that  users  of  the  Hegu- 

lations  will  bccasTohallj  hare  to  search  In  two  places  In 
order  to  find  what  they  are  looldng  for,  but  we  hare  not  felt 
Justified  in  reprinting  the  entire  Table  of  Contents  and  Index 
at  this  tine. 


Acting  Secretary  to  the 
Adsdnistratire  Council 


Attachments 


laOOLATIOUS  or  THS  U.  S.  DBPARM5NT  07  AGRICULTOEI 


STJPPLBCBHT  TO  TABLl  07  COHTKHTS 

This  ix^lenent  shows  all  changes  which  haro  occtirrsd  since  the 
Table  of  Contents  dated  Jnlj  1,  19^3#  vas  isstud. 

lllU  Rejalations;  Memoranda;  General  Departmental  Circnlars 
1358  Orders  on  the  Public  Printer  for  Concessional  and  Other 
Documents 

1371  Mailing  Lists 

1372  Ixchange  of  Publications 

1373  Poreign  Requests  for  Publications 
137^  Mailings 

1375  (Canceled) 

1376  Use  of  International  Xzchange,  Smithsonian  Institution 
1^1  Crop  and  Lirestoek  Istlmates  auid  Reports 

15^7  (Canceled) 

135^  (Canceled) 

^555  Transportation  of  Injured  Xsq>lo7ees 

1576  Articles  Lost  or  Pound 

1577  Contributions;  Peddling;  Soliciting 
I3SI  Damage  to  Personal  Property 

1616  ipproral  of  (^stionnaires  and  Other  Inquiries 
16^7  Packages  Mailed  Thider  Penalty  Pririlege 
1824  (Canceled) 

I9I8  Published  Materials  Proetired  from  Superintendent  of 
Documents 

2121  Appointeents,  Departmental  Serrice 
2157  Oath  of  Office 

3172  Responsibility  for  Accounting  for  Public  Money 

3173  Pr irate  Use  of  Public  Money  Prohibited 
3191  (Canceled) 

3221  Hames  on  Pay  Rolls 

3222  Personal  Serrlees  at  the  Seat  of  Ooremment 
^17  (Canceled) 

4113  (Canceled) 

4121  Ixchanges  or  Sales  in  Purchasing  Iquipment 

4122  (Canceled) 

4123  (Canceled) 

4124  (Canceled) 

4127  (Canceled) 

4223  Responsibility  for  Accounting  for  Instzuments  Used  as 
Money 

4311  Property  Records 

4312  (Canceled) 

4431  Sale  or  Abandonment  of  Property 
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BXQULATIONS  OF  THS  TT.  S.  DXPAfi^lZHT  OF  AORICULIURX 


SUPPLEMENT  TO  INDEX 

This  fltqpplenent  contains  Index  entries  corerlng  all  changes  In 
the  Regulations  which  hare  occurred  since  the  Index  dated  July  1, 
1943.  was  Issued.  Entries  which  are  no  longer  applicable  are 
shown  at  the  end  under  the  heading  "Entries  Canceled." 

New  Entries 


Accessories,  exchange  or  sale  

Accounting  records: 

For  Instruments  used  as  money 

For  public  moneys  

Adding  machines,  exchsuage  or  sale  

Addressing  machines,  exchange  or  sale  

Admlnlstratlre  procedures,  D^artraent,  applicable  to 

Var  Food  Administration  

Administrator,  War  Food.  See  War  Food  Administrator. 
Administrator's  Memoranda,  War  Food  Administration  .. 
Agricultural  Economics,  Bureau  of,  responsibility  for 

crop  and  llrestoch  estimates  and  reports  

Agricultural  equipment,  exchange  or  sale  

Animals,  exchange  or  sale 

Animal  products,  exchange  or  sale  

Apparatus,  scientific,  exchange  or  sale  

Appropriations,  printing  and  binding  

Audit  of  accounting  records: 

Instruments  used  as  money  

Public  moneys  


U121 


4223 


4X21 


1114 

1114 

l44i 

4121 

4121 

4121 

4121 

1358 

4223 

3172 


Bill  of  lading,  Oorernment,  transportation  of 

deceased  employees  

Boats,  exchange  or  sale  

Bonds,  to  corer  adrances  of  funds  

Books: 

Exchange  or  sale  

Ordered  from  Superintendent  of  Documents  . 
Broadcasts,  commercial,  participation  In  .... 


1555 

4121 


3434 


4121 

1918 

1231 


Calculating  machines,  exchange  or  sale  4l21 

Certifying  officers,  relief  for  erroneous  payments  3113 

Circulars,  Oeneral  Departmental,  establishment  of  series  ...  1114 

Clocks,  watchmen's,  used  parts,  exchange  or  sale 4l21 

Collection  of  contributions,  restrictions  1577 

Cosputlng  machines,  exchange  or  sale  4121 

Congressional  documents  ordered  from  Public  Printer  ot 

Stperlntendent  of  Documents  1358 

Cotton  Crop  Summary,  Annual  1^1 

Cotton  Report l44l 

Crop  estimates  and  riporta,  rsgalatioas  goTsrning l44l 

Crop  Production  Summary,  Anaunl  l44l 

Crop  Report,  Monthly  i44l 

Crop  Reporting  Board,  functions  and  organisation  l44l 

Decided  eiployees,  transportation  of  I555 

District  of  Columbia,  uss  of  GoTernmert-owned  motor 

rehlcles  In 1^31 

Documents,  Congressional  and  other,  ordered  frca 
Public  Printer  or  Superlntsndent  of  Dc  rasant^  135® 

Donations  for  gifts  or  flowsrs  for  niplc/sas  I577 

Duplicating  machines,  exchange  or  Visi 
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Xmergeneles: 

Participation  in  commercial  broadcaete  

Trarel  by  airplane  

Uee  of  Department  propert7  or  equipment 

Uee  of  official  motor  rehlclee  

Xs^lojee  actlTitlee,  distribution  of  handbills  and  sale 

of  tickets  

I^l07ees : 

Injured  or  deceased,  transportation  of  

7esQ)orar7  field,  oath  of  office  not  required 

XBQ>lo7ees'  Compensation  Commission,  transportation  of 

injured  or  deceased  emplo7ees 

XoploTment  at  seat  of  Ooremment  

Squipment : 

Xzchange  or  sale  

Use  in  emergencies  

Estimates,  crop  and  llrestock 

Exchange  or  sale,  used  propert7  or  equipment 

Exchanges  of  publications  

Esqpenses,  transportation  of  injured  or  deceased  esplo7ees  .. 


1231 

343s 

4225 

1«31 


1577 


1555 

2157 

1555 

3222 

4121 

4225 

l44l 

4121 

1372 

1555 


Parmers*  l^letins,  reprints,  distribution  

Finance,  Director  of,  approval  of  plans  for  audit  of 

public  mone78 

Fixtures,  removable,  in  private  buildings  rented  b7 

Department,  abandonment  

Foreign  IgricultTirad  Relatione,  Office  of,  foreign 

reqxieets  for  publications 

Foreign  requests  for  pt^lications  


....1374 

....  3172 

....  4431 

....  1373 
1372.1373 


General  Accounting  Office,  authorisation  for  advance 

payments  b7  employees  stationed  abroad  

General  Departmental  Circulars,  establishment  of  series  ....  Ill4 
Gifts  for  fellow  employees,  voluntary  donations  1577 

Handbills,  distribution  in  D^artment  buildings, 
restrictions 1577 

Index,  consolidated,  to  mailing  lists 1371 

Informations 

False,  re  products  of  eoll  l44l 

Regarding  cre/p  reports  and  estimates,  restrictions l44l 

Information,  Director  ofs 

Approval  of  mailing  lists I371 

Loan  of  exhibits 4224 

Information,  Office  of,  periodic  requisition  on  Public 

Printer  for  Congressional  and  other  documents  1358,191* 

Injured  employees,  transportation  of  1555 

Instruments  used  for  money,  accounting  for 4223 

International  Exchange,  publications  to  be  sent  to 

foreign  countries  1376 

Inventory  of  property,  annual  4311 


Laboratory  equipment,  exchange  or  sale 4121 

Librarian,  D^artments 

Exchanges  of  publications,  responsibility  for  1372 

Foreign  requests  for  p^llcations 1372,1^73 

Livestock  sstlmates  and  reports  x44l 

Livestock  Summary,  Annual  l44l 

Magazines,  advance  payment  for  subscription  31*2 

Mail,  packages  mallsd  under  penalty  privilege  1647 
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Mailing  lists: 

Establishment  and  maintenance  1371 

Eor  exchange  of  publications  1372 

Manuf«u:turlng  equipment,  exchange  or  sale 4121 

Memoranda,  Secretary's,  applicable  to  War  Food 

Administration Ill4 

Monthly  Crop  Heport  l44l 

Names  on  pay  rolls  * 3221 

Newspapers,  adrance  payment  for  subscription  ^1B2 

Oath  of  office,  execution  on  appointment  or  change 
in  status  2157 


Parts,  used,  exchange  or  sale 4l21 

Pay  rolls,  names  on  3221 

Payments  t 

Erroneous,  relief  for  certifying  officers 3H3 

For  personal  serrices  at  seat  of  Government 3222 

Periodicals,  exchange  or  sale  4121 

Personal  property  damaged  while  on  official  premises  I5SI 

Personal  services,  at  seat  of  Government  3222 

Personnel,  Director  of: 

i^proval  for  soliciting  contributions  1577 

Renewal  or  waiver  of  oath  of  office  2157 

Personnel  records,  change  in  employee's  name  3221 

Pig  Crop  Reports  l44l 

Plant  and  Operations,  Office  of: 

Control  of  peddling  and  soliciting  1577 

Reporting  of  articles  stolen  1576 

Postage: 

For  publications  mailed  under  exchange  agreements  1372 

Packages  wel^^lng  over  four  pounds 1647 

Postage  stands,  accounting  for  4223 

Printing  and  binding  appropriation,  requisitions  for 

Congressional  and  other  documents 1352,1918 

Property: 

Exchange  or  sale 4l21 

Inventory,  annual  43II 

Personal,  damaged  while  on  official  premises  I58I 

Sale  or  abandonment  4431 

Use  in  emergencies  4225 

Prospective  Plantings  Report l44l 

Public  Printer,  periodic  req^sitlon  for  Congressional 

and  other  documents  1358,1918 

Publications: 

Exchanges,  responsibility  of  Department  Librarian  1372 

Foreign  requests  for  1372,1373 

Mailing  lists  I37I 

Ordered  from  Public  Printer I358 

Ordered  from  Superintendent  of  Documents  1358,1918 

Vo  be  sent  to  foreign  countries,  use  of  International 

Exchange,  ftoithsonian  Institution I376 

Published  iMtterials  ordered  from  Scqoerintendent  of 

Documents 1358,1918 

Purchases,  exchanges  and  sales  in  purchasing  similar 
equipment 4121 

^kuurters,  advance  payment,  by  ei^loyees  stationed  abroad  ...  3182 


Radio  broadcasts,  commercial,  participation  in  I23I 

Receipts  from  exchange  or  sale  of  txsed  property  or 
equipment 4121 


11-29-U4 


4 


snPFLSMEin*  TO  iiasx 


Records,  account lugs 

Instruments  used  as  money 

Public  moneys  

Refrigerators,  used  parts,  exchange  or  sale 

Regulations,  Department,  applicable  to  War  Pood 

idministratlon 

Report  forms,  for  collecting  information  from  the 

public,  prior  approval 

Reports: 

Crop  Reporting  Board,  procedure  and  regulations  . . 

Palse,  re  products  of  soil,  prohibited 

Property  inventory,  annual- 

Reprints,  Farmers'  Bulletins,  distribution  

Requisitions  on  Public  Printer  for  Congressional  and 

other  documents  

Road  equipment,  exchange  or  sale  


4223 


..  1114 


I6l6 

....  l44l 
....  l44l 

4311 

137>* 

1358.191* 

4l21 


Sales,  used  property  and  equipment 

Schedules  for  collecting  information  from  the  public, 

prior  approval  

Seientific  apparatus,  exchange  or  sale 

Scrip  books,  accounting  for  

Secretary,  approval  of: 

Advance  payments  by  esiployees  stationed  abroad  .... . 

Amendments  to  Department  Regulations 

Crop  Reporting  Board  reports  

Ceneral  Departmental  Circulars  

Use  and  storage  of  motor  vehicles  

Secretary's  Memoranda,  applicable  to  War  Pood 

Admlnlstrationr 

Soliciting  contributions,  restrictions  

Speculation  on  confidential  crop  information  prohibited 
Speculative  data.  Crop  Reporting  Board  reports, 

definition  and  tr.ansmission  

I^eeches,  prior  approval  

State  Department,  requests  for  publications  to  be  sent 

to  foreign  countries  

Statistics,  false,  re  products  of  soil,  prohibited  .... 
Stperintendent  of  Documents: 

Distribution  of  publications  

Published  materials  ordered  from  


4121 


1616 

4121 

4223 

31S2 

1114 

l44l 

1114 

1S31 


1114 

1577 

l44i 


....  l44l 

....  1231 

::::  \^l 

....  137>» 

1358.191* 


Temperature  control  devices,  used  parts,  exchange  or  sale 

Thefts,  on  Dqparteent  premises  

thermostats,  xuied  parts,  exchange  or  sale 

Tickets: 

Sale,  In  Department  buildings,  restrictions 

Toll  bridge,  aecountiag  for  

Tires,  exchange  or  sale  

Tokens,  accounting  for  

Toll  bridge  tickets,  accounting  for '. .. 

Tractors,  exchange  or  sale 

Trade-in,  used  property  or  equipment 

Transportation  of  injured  or  deceased  enployeee 

Travel,  e3q>enses'  of  attendant  of  injured  or  deceased 

eaqployee 

Treasury  Depcurtment,  Procurement  Division,  approval 

of  exchanges  and  sales  of  property  and  equipment 

Tjrpewriters,  exchange  or  sale 


4121 

1576 

4121 


1577 

4223 

4121 

4223 

4223 

4121 

4121 

1555 


1555 


4121 

4121 


Thieles,  exchange  or  sale 


4121 
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War  Food  Administration,  Department  Regulations, 
administrative  procedures,  and  Secretary’s 

memoranda  to  s^ply  to  Ill4 

War  Food  Administrator,  approval  of  amendments  to 
D^artr.ent  Regulations  and  (General  Departmental 

Circulars  Ill4 

Winter  Wheat  and  Rye  Seedings  Report l44l 


Rntries  Canceled 


Adding  machines,  trade-in 

ipparatus,  scientific,  trade-in 

Appointments,  personal  history  statement  required 

Audit,  records  of  property  sales 

Automohlles,  trade-in 

Automotive  equipment,  purchase  of 


4122 

4124 


2157 

4223 

4123 

4113 


Boats: 

Purchase  of 4113 

Trade-in 4l23 

Budget  and  Finance,  Office  of.  Purchase,  Sales,  and 
Traffic  Division,  purchase  of  automotive  equipment  4113 


Calculators,  trade-in  4121 

Carriers,  common,  requests  for  special  rates  3^1? 

Checks,  salary,  delivery  and  endorsement "^221 

Clocks,  vatchmen's,  used  parts,  exchange 4127 

Commercial  products,  endorsement  by  eoiployees  prohibited  ...  1231 

Computing  machines,  trade-in  4l21 

Cond\ict,  employees  1^7 

Crop-  information  and  estimates,  premature  dlscloeTure 
by  employees  prohibited  15^7 


llectrlcity,  for  official  use,  not  subject  to  Federal 

excise  tax 319I 

fiaployees : 

Cond\ict  1547 

Crop  information  and  estimates,  premature  disclosure 

prohibited I547 

Imergezxcy  medical  attendance  in  District  of  Columbia  ....  155^ 

Foreign  travel,  regulations  1224 

Injured,  trans|>ortation  requests,  use 1555 

Speculation,  on  confidential  crop  information 

prohibited  

Imployees  Compensation  Commission,  injuries  in 

performance  of  duties  1555 

Equipment,  labor-saving,  trade-in  4122 

Estimates,  crop,  premature  disclosure  by  employees 

prohibited I547 

Exchange  of  property  in  part  payment  for  new 

articles  4122, 4123, 4124,4127 

Extension  Work,  Director  of,  eadilblts,  loan  of 4224 


Field  officers,  maintenance  of  mailing  lists  1371 

Field  parties,  advsmce  of  funds  31^2 

First  aid,  employees  injured  in  performance  of  duties  1554 

Foreign  travel,  use  of  imerlean  ships  required  1224 


Health,  employees 
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Entries  Canceled 


Infomatlon  and  estimates,  crop,  premature  disclosure 

ty  enq>loyees  prohitited 1^7 

Information,  false,  issuance  by  eB5>loyees  prohibited 1^7 

Information,  Director  of,  approval  of,  distribution  of 

publications  to  Consuls  1372 

Injuries,  in  performance  of  duties  155^.1555 

Interstate  Commerce  Commission,  requests  for  special 

rates  3U17 

Inventory,  annual,  of  property  at  field  stations  4312 


Journal  Of  A^ieultural  Research,  distribution 1372 

Laboratory  eqTilpment,  trade-in 4l^ 

Library,  Department,  exchanges  of  publications  1375 

Mailing  lists  for  Department  publications,  maintenance  I37I 

Medical  care,  emergency,  to  employees  in  District  of 

Columbia 1554 

Motors,  outboard,  purchase  of 4113 


Pay  rolls: 

Married  women,  name  to  be  used 3221 

Regulations  3221 

Personal  history  statement,  required  2157 

Personal  services.  District  of  Columbia,  restrictions 

on  esployment  3222 

Personnel,  District  of  Columbia,  restrictions  on 

employment  3222 

Plant  and  Operations,  Office  of,  approval  for 

collection  of  contributions 1577 

Property: 

Exchange  4121, 4122, 4123, 4127 

Exchange: 

In  part  payment  for  new  articles 4121 

Of  used  parts  4127 

Records,  field  stations  4312 

Records,  maintenance  4312 

Sale,  audit  of  records 4223 

Surplus,  sale,  receipts 4121 


Publications: 

Exchanges,  received  by  Department  Library 
Mailiaget 

Regulations 


Within  United  States 
Purchases: 

iutomotive  equipment  ... 

Boats  

Motors,  outboard  

Property,  st^lies,  etc. 
Road-building  equipment 
Tractors  


1375 


1375 

1374 


4113 

4113 

4113 

4113 

4113 

4113 


Radio,  broadcasts,  commercial,  employees  not  to 

participate  in  

Receipts,  ssde,  surplus  property 

Records,  property: 

field  stations  

Regulations  

Sales,  audit 

Refrigerators,  used  parts,  exchange 

Revemue  let  of  1932t  federal  excise  tax  


1231 

4121 


4312 

4312 

4223 

4127 

3191 
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Xntrlet  Canceled 


Bo ad  equipment: 

Purchase  of ^113 

Trade-in Ul23 

Sale,  used  proper tj 4121 

Scientific  equipment,  trade-in  4124 

Secretary: 

ipprored  of,  transportation  of  household  goods  3^35 

iuthorization,  of  adrance  payments  31S2 

Ships,  American,  use  by  employees  required  for 

foreign  trarel  1S24 

Speculation,  on  confidential  crop  information  by 

employees  prohibited  1^47 

Statistics,  false,  issuance  by  ei5)loyees,  prohibited 1^7 

Surrey,  Boaa*ds  of,  approral  for  trade-in  of  property 4121 

Tax  exemption  certificates  3191 

Taxes: 

Ixcise,  application  to  Pederal  purchases  319I 

federal.  Income,  subsistence  and  other  payments 

to  employees  3191 

Telephone  and  telegraph  eerrice,  for  official  use, 

not  subject  to  Federal  excise  tax 3191 

Temperature  control  derlces,  used  parts,  exchange  4l27 

Tickets,  sale,  in  Department  buildings,  prohibited I577 

Tires,  trade-in  4123 

Tractors,  trade-in  4123 

Trade-in,  property  and  equipment  4121, 4122, 4123, 4124, 4127 

Transportation: 

Requests,  for  injured  employees,  use  1555 

Special  rates  and  adjustments  3417 

Trarel : 

Foreign: 

By  Department  employees 1S24 

On  ships  of  Amerlcain  registry  required 1824 

Treasury  Department: 

Procurraent  Diriolon: 

Approral  of  trade-in  of  property  4121 

Requests  for  special  transportation  rates  5417 

Sale  or  trade-in  of  articles  4l21 

lypewriters,  trade-in  4121, 4122 

Tehicles,  trade-in  4l23 
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